SCHEDULE OF ELEMENTARY TYPEWRITING SUMMER COURSE 


Lesson — Topic 


1 Introduction, Function of Typewriter and 


Basic Knowledge of Typewriting | 


2 Home Keys and Keyboard Mastery 
3 Keyboard Mastery 
4 | Keyboard Mastery 
5 : Keyboard Mastery 
6 jan Figure Row and Line Spacing 
7 . - Headings and Centring 
8 Paragraph - Blocked 
9 7 Paragraph - Indented 
10 Sub-headings 
a |e | Manuscript and Correction Sien 
12 NS oe eens and Speed Test 
13 | Punctuation and Addressing Envelope 
14 -Letter - Blocked 
PS ‘Letter - Indented 
16 Memorandum - Blobked and indented 
17 Display | | 
18 Form 
19 Simple Column Work 
20 | Revision 





7” ’ ° 2 
> } . » ; 
EE Oe sane —-—~ I 





T eee Chapter 1 


PITMAN ELEMENTARY SYLLABUS 


Time allowed is one and a half hours plus 5 minutes' reading time. 


In this examination the candidate will be expected to have mastered 
the keyboard and be familiar with the various parts of the typewriter | 
and their uses, including the tabulator, margin stops, regulation of ; CHAPTER 1 


line space, margin scale, etc. 
The examination consists of five exercises and wil] include a copying BEET TION 
test, in which erasures and corrections are permitted. _ | 


The candidate will also be expected to: Correct Typewritinge Posture 
vLorrect iypewriting rosture 


(a) type and display, ready for signature a Simple business letter | 1. Sitting Position 
from clearly written manuscript (without abbreviations) and with | ; ee 
paragraphing indicated, address envelopes including post codes. | Note the height of the chair, the position of the feet and the 
| 7 . Ce © | back,. and the angle of the arms. The aim is to achieve a 
(b) type an easy piece of tabulation from print or manuscript which Fe comfortable position which will avoid fatigue and assist your 
may or may not require simple ruling. " =a | ic . 


(c) display as legibly and attractively as possible the information 
given. This may take the form of a notice, menu, advertisement, 
or similar material. 


(d) type a memorandum or complete a simple printed form from 
information given (form provided). 


Candidates will need to be able to type at a minimum copying speed of 
25 wpm to complete the paper. . | 





2. Position of the Copy 











| Cc © The copy, in this case the booklet, should be placed to the right 
7 : . of the typewriter, ‘not to the left. The reason for this is that 
| if it is placed to the left, the movement of the arn returning 
| the carriage would break the line of sight to the copy and cause 
hesitation and error. 
) 
4 
sae , P.3 
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Typewriting | | Chapter 1 


3. Position of the Hands . = | 6. Striking Action | 
Only the fingers of the hand should touch the typewriter - keep | Keep one or more fingers on the HOME KEY when reaching to strike 
the wrists straight. | a key in the upper or lower rows. 





a 
4. Space Bar x © 


The space bar is operated by the right thumb only. 
7. Shift Key 


Keep the index finger on its HOME KEY when stretching to operate 
the shift key. When typing capital letters, do it to the count 
of three: (a) Depress the shift key; (b) Strike the letter; 
. (c) Release the shift key. 





5S. Carriage Return Lever 


Operate the carriage return lever firmly to return the carriage Po | 
at the end of a line, using the side of the left index finger as > | © 
shown. Don't grip or pull the lever, or push the carriage back. ; 











y (OL. 
Va 
5 i 


Ui 









il 





P.4 


P.5 








—_. Chapter 1 
Typewriting 


di: Paper Guide 


| An adjustable plate against which the paper is positioned as it 
is inserted into the typewriter. 


8. Paper Bail 
(7) (6) 
| movable arm, mar i 9 
BED (ajeeaneeaeee oh en ene A movable arked with a paper scale, used to hold paper 


| against the platen. 








9. Margin Stop 

















i es A TNs er) | (5) ‘ 
(5) fe RR (1) These are fixed to the print where you wish your lines to begin 

el GE ee aD : Z 

oC ws = tr : a (3) and end. 
(3) , | ees 
& SSS (2 10. Printing Point 
~~ : 
(13) 





The V-shaped slot where the typebars come up to strike and print 
on the paper. 3 


(GB aovar 


(4) 


( ; | © 11. Paper Release Lever 


It loasens the paper for straightening. or removal. 


12. Line Space Selector 


This is a lever - usually near the left platen turning knob - 
which controls the depth of spacing between the lines. This 


| | | has a 1, 2, 3 scale, sometimes with in-between settings as 
Parts of the Typewriter | well 1.1/2 and 2 1/2. 


l. Carriage ; , 13. Alignment Scale 
The top, movable part of the typewriter. It moves horizontally | sae | 
to the right and left. (More advanced electric machines have no A series of vertical marks, used to position the paper correctly 

iage but instead a segment that moves as it types.) after erasing. They can be seen at right and left of ribbon, at | 
carriag | : : | printing point. 


2. Cylinder (Platen) 


: Basic Knowledge 
The longer roller in the carriage around which the paper turns 


for typing. Typing paper and cylinder turn each time when you es 1. Horizontal Spacing (Typeface) 
return the carriage or turn one of the cylinder knobs. 


3. linder Turning Knob 


Situated at each end of the platen, they are turned to move the a. Pita ete tte aren 
paper forwards or backwards to the required position. | 


There are a number of different sizes and kinds of typeface. The 
two most common sizes are: 


© 
© 


- that is 1 inch (25 mm) = 10 characters 
4. Carriage Return Lever | | | 
b. Elite type (12-—pitch) 


The lever on the top left-hand side of the typewriter, used to : | 


return carriage to left margin and to move paper up. ~ that is 1 inch (25 mm) = 12 characters 
5. Carriage Release Lever Pica type has 10 characters to the inch. (25 mm) 


| | Eli inch. (25 
Situated at each end of carriage. When either of these is pressed lite type has 12 characters to the inch. (25 mm) 


carriage moves freely to any position. | 2. Vertical Spacing 
6. Paper Rest Six lines in single spacing is equal to the inch. (25 mm) 


| (in both pica and elite) 
The metal support behind the cylinder. 


P.6 P.7 
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Typewriting Chapter 1 
| = | 
3. Paper Size 5. Insert Paper 
The sizes most used in offices are A4 and A5 (is exactly half a. To protect the platen from the typing blows, place a sheet of 
A4 size) typing paper. Also, there are two types of paper thick paper — 'Backing Sheet' — behind the typing paper. 
Portrait regi the shorter side at the top b. Set the paper guide on number '0' on the scale. Drop paper 
scape’ means wi Se ° 
3 Gee ie eee | | between platen and feed rollers with its left-hand edge 
a. A4 Paper | | against the paper guide. 
. a 
i. Portrait ii. Landscape | 4 . c. Turn the righ-hand platen knob until the paper comes to the 


required position. (If the paper is not straight, pull the 
. paper release lever to straighten and align it against the 
| alignment scale.) 









50 Li 
nee 6. Set Margin Stop 
70 Lines 
a. Left Margin (LM) 
116 (Pica) : rt 
140 (Elite) - press the left-margin key and move to the point where you 
l. wish to start your line. 
82 (Pica) WV © 
100 (Elite) b. Right Margin (RM) 
- press the right-margin key and move to the point where you 
b. AS Paper wish your line to finish. 3 
i. Portrait ii. Landscape 7. Line Spacing 
You can adjust the line space selector for different line spacing. 
The most commonly used line spacing are: 
35 Lines 
Selector at Terminology | Symbol Blank Line(s) 
50 Lines 
, {1] Single Line Spacing S/S 0 
82 (Pica) {2] Double Line Spacing D/S 1 
140 (Elite) | [3] Treble Line Spacing T/S 2 
58 (Pica) 3 : The following sentences are the illustrations of the above three 
70 (Elite) | kinds of selector adjustment. 
4. Typing Line . , [1] Single Line Spacing S/S 
Top Margin (TM) , © Cc It is a good thing to learn from the errors of others. 
: ; : It is a good thing to learn from the errors of others. 
It is a good thing to learn from the errors of others. 
[2] Double Line Spacing D/S 
Left Margin (LM) Content Right Margin (RM) You may enjoy doing those tasks that others find hard. 





& You may enjoy doing those tasks that others find hard. 
You may enjoy doing those tasks that others find hard. 





Bottom Margin (BM) 
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Typewriting 
[3] Treble Line Spacing T/S 
Let not your left hand know what your right hand does. 
Let not your left hand know what your right hand does. 


Let not your left hand know what your right hand does. 


NOTE: [1] is the basic line spacing. 
Strike [2] once is equal to strike [1] twice. 
Strike [3] once is equal to strike [1] three times. 


Line Spacing Exercise 


Line Selector at 


[1] 


RO 


1. Leave 1 line, strike 





2. Leave 2 lines, strike 


3. Leave 3 lines, strike 
h 
QD 


4. Leave 5: lines, strike 





QQ 
= 
hs bo 
\) “ — 
id 








5. Leave 1", strike 








| 
6. Leave 1 1/2", strike /O \V 


7. Leave 2", strike 4 Ls \ 


Strike Leave Strike Leave Strike 








bo 


8. Selector [1] 1 


9. Selector [2] 1 


0 
side 
10. ici [3] 1 A | 


bo 
Ww 


bo 
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Chapter 2 


CHAPTER 2 
KEYBOARD MASTERY 


Keyboard Fingering Chart 


LEFT-HAND KEYS © RIGHT-HAND KEYS 


4th Jed 2nd Ist Ist 2nd Jid 4tte 
OIHOCA | FimGER HINGeA BINAEA 4 OINGCA O1nNGEA | FINGER 
atvy Agvy Hev3 ACS nOevS aégvs agvs ays 





R) U} | 
(OVA id | ONRNO ©) 
WD WMG) © ba 





© The keyboard is divided into two parts. Each hand 


must be used for its own side of the keyboard only. 
Each finger must be used only for the keys allocated 
to it. All the fingers are used in operating the 
typewriter keys, and the right thumb is used for 
striking the space bar. 
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Typewriting 
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The four keys ‘a s df' on the left and the four 
keys '; 1-k j' on the right are called the HOME 
KEYS. They are for the four fingers of each hand. 
The left hand should be placed in order over 

'a s d f' and the right hand should be placed in 
order over '; 1 k j'. The respective fingers 
should remain in these. positions when not striking 
other keys. 


Use thumb for space bar 


<Home Keys - AS DFJKL 3D 


Exercise 1 


asdf ;lkj asdf ;lkj asdf ;lkj asdf ;1kj; 
ass add aff ;11 ;kk ;jj ass add aff ;11; 
fdd fss faa jkk jll j;; fdd fss faa jkkj 
aff :jj add ;kk ass ;11 aff ;jj add ;kk; 
faa j3; fss jll fdd jkk faa j;; fss jllj 


Exercise 2 


P.12 


aas ass lass alas alaska ask asks flask 
a all fall falls a add dad lads fad fads 
a jaffa salad; alaska salad; all salads; 
a lass falls; lads fall; dad falls alas; 
ask a lad; ask a lass; ask dad; ask all; 





omy 





Chapter 2 


Use thumb for space bar 





<G and H> 


Remember to move only the F finger when striking G, and immediately 
bring it back to F. The J finger is similarly used for H. Try not 
to move any other finger. 


Exercise 3 


Exercise 4 


Exercise 5 


' fg dg jh kh ag as ; 


g dg jh kh ag as 
g dg jh kh ag as 


fg dg jh kh ag as ;h 31 f 
fg dg jh kh ag as sh 51 f 
fg dg jh kh ag as ;h 31 f 
h;lf 
h;lf 


@e 


o @s 


g dg jh kh ag as 
g dg jh kh ag as 


@e 


09 

fae 

oa 

co Cunle 

—.. 

is 

& 

a) 

1?) 
sooo 
ee en Ge 


fg dg jh kh ag as ; 


w6 


fef asdf asdfgf jhj ;lkj ;lkjhj fef jhj asdfef; 
a sag hag shag flag flags sash dash lash slash; 
a glad lad has had flag all glad lads had flags 
a lass adds half glass lad shall add half glass 
a dad has glass flask all dads had glass flasks 


alas; sash; dash; fall; glad; lass; jags; hall; 
asks; slag; daff; flag; gala; lash; gall; half; 
adds; sags; dall; fads; gash; lags; gaff; hash; 
shall flask glass salad galas flags halls falls 
glass flask flash glags glass flask flash flags 


all add ask ash; sad sag dad fag; had has gas had; jag lad lag; 
fall half lass; flag alas dash; hall glad asks; hash gash lash; 
glass shall flash; flask halls slash; falls flags galas; shall; 
had lads glass flask had lads glass flash had lads glass flask; 
halls had gala flags halls had gala flags halls had gala flags; 
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Typewriting 


Use thumb for space bar 





<Shift Keys> 


The two most important things to remember are that the shift key must 
‘be fully depressed and held firmly until the capital letter has been 
struck, and that once this has been typed, the fingers must return 
immediately to the home keys. Make sure all the capital letters to 
line on the based line and avoid making shadow beside the letters. 


Exercise 6 


Aa Ss Dd Ff Gg Hh Jj Kk Ll :; 
Aa Ss Dd Ff Gg Hh Jj Kk Ll :; 
aA sS dD fF gG hH jJ kK IL 3: 
aA sS dD fF eG hH jJ kK 1L ; 

A; Ls Dk Jf Gh :a S1 Kd Fj Hg 
Da Fl Sa Gs Jk Lf Kd Sh Al Ha 


Exercise 7 


As Dad Has All Ash Dad Has All Ash; 
Fa Had Sad Lad Gas Had Sad Lad Gas; 
La Has Alf Had Lag Has Alf Had Lag; 
J; Ask Lad Add Ads Ask Lad Add Ads; 
Dg Has Dad Had Fag Has Dad Had Fag; 
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Use thumb for space bar 





<E and I> 


Move the finger from D to the key on the row immediately above E, 
strike it sharply, and return to D. The finger on K is moved 
Similarly to strike I. | 


The fingers should rest on the home keys, and it is necessary to 
keep the little fingers upon the guide keys as E and I are struck. 
One finget only should be moved away from the home keys at a time. 
Return it when the letter has been struck. 


Exercise 8 


de se ki li ae af ;i ;j de se ki li ae af :i ‘J 
de se ki li ae af ;i ;j de se ki li ae af :i Hi 
de se ki li ae af ;i ;j de se ki li ae af :i J 
de se ki li ae af ;i ;j de se ki li ae af ;:i * 
de se ki li ae af ;i ;j de se ki li ae af :i 3J 


Exercise 9 


ded kik ded kik ded kik ded kik; 
ded kik ded kik ded kik ded kik: 
fed hid led ail sea his leg aid; 
lea fig see lid fee jig keg die; 
dee did lee dig eel lie egg gig; 


Exercise 10 


heal held sell sales; seal deed feed feel fade; 
fill dish side files; sigh fail like high hill; 
hedged shells legal aside killed failed sighed; 
ideal slide alike false; shield shadded leased: 
aside files ideal liked slide skill isles agile 
deeds jaded lease edged legal hedge false shell 
Edale Iliad Elias Delia Lille Adela Hilda Slade 


Exercise 11 


A glass shelf is ideal 

She likes a seaside sail 

His saddle is safe if held 

He said I held a legal lease 
Eddie said I fell as I skidded 
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Use thumb for space bar 


<R T Y U> 


Take your time when new letters are introduced to get used to the 
position of the keys. The 
quick and a part of the act of striking. 


Exercise 12 


Exercise 13 


Exercise 14 


Exercise 15 


P.16 


dr fr ku ju 
dr fr ku ju 
dr fr ku ju 
dr fr ku ju 
dr fr ku ju 


frf ftf juj 
red get yes 
her ate say 
are the hay 
tie sit let 
tag set sat 


rifle these 
under yeast 
daily freed 
yards gaily 
Reuss Terry 


movement to and from each key should be 


fg ft jh jy dr fr ku ju fg ft jh jy 
fg ft jh jy dr fr ku ju fg ft jh jy 
fg ft jh jy dr fr ku ju fg ft jh jy 
fe ft jh jy dr fr ku ju fg ft jh jy 
fg ft jh jy dr fr ku ju fg ft jh jy 


jyj frf ftf juj jyij; 
hug rid yet dye due; 
hue air fit fly hut; 
fur rat its day rue; 
kit hit try fat art; 
eat yes lay dry day; 


utter yield reads three 
light great seedy hurly 
gates third greet flies 
there heart jaded feeds 
Uriah Yates Titus Reide 


Ruth has a stylish fur hat 


The largest 
Letters are 
Usually she 


freight is there 


filed here regularly 
garages it at this address 


They had a great yield at this estate earlier 
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Use thumb for space bar 


<Q WO P> 


The following exercises concentrate upon the development of the third 
and fourth fingers. Try to use each finger independently and stretch 
your fingers well over the keys before striking, and then strike 
downwards with a sharp action. 


Exercise 16 


Exercise 17 


Exercise 18 


Exercise 19 


aqa sws ;p; lol aqa sws ;p; lol; 
quo was per oil qua seq top ode; 
que tow ply too qui wit pip our; 
tap sow rip pot lip owe pie pod; 
off odd old our out for got lot; 
oil hot pay dip pot put top gap; 
who was few way wed two owe how: 


road hold pass part post spot ship shop apply proud 
with will wish show slow what were well throw aware 
quite quiet equal quote quota query qualify quality 
the order for two tapes was posted to you last week 
we are happy to say that our sales are up this year 
the ship with your order is due to the port shortly 


quality weather through yielded orderly forward 
propose usually opposed phrases queried thought 
yellows partial whether shipper torture offered 
prepare repeats thrills pursues outfits purpose 
Quarles Walpole Paisley Ophelia Wardlow Phyliss 


Quote separately for the upright types please 
Without railways people prefer to use airways 
Paul requested the typist to order the papers 
Other postage rates operate for earlier dates 
He requires you to sit quietly whilst we wait 


P.17 




















Use thumb for space bar 





<C V B ND 


The following exercises are to practise to move your fingers downwards 
well and usual return it to its home key after striking the letter. 


Exercise 20 


fcf fvf jbj jnj fcf fvf jbj jnj; 
cab cob ace cub can act car cry; 
van vat ave vie vow eve vet ivy; 
net nap new nib non now nil nut; 
ban bin bar job but rob bus bob; 


Exercise 21 


vote view visa love five give very save 
live city copy cost call care case cash 
each fact both busy bill boat bond book 
bear back best bank into near need cent 
nine none note only lend bake have kind 


Exercise 22 


cable cabin calls canal cavil caves chain clear 
voice value valve vague venue vault verge visit 
nerve never needy noble novel niche niece necks 
black basic begin blend banks bonds brain bevel 
count candy level verbs align ninty board bible 


Exercise 23 


correct changes conveys request cruelty develop 
diverse valuing nothing jocular transit inquiry 
opulent sharpen benefit because backing beckons 
notable binding cancels dangers naughty between 
Chester Valerie Norwich Banbury Charlie Vandyke 


Exercise 24 


These vintage vehicles will be abandoned 

See your banker about your current account 
Brown varnish is often sold over the counter 
Never leave any typewriting drills uncorrected 
The object will be whitened to avoid an accident 


P.18 


a 








Chapter 2 





Use thumb for space bar 


Punctuation marks require a lighter touch. Care must be taken to return 
the fingers to their positions over the home keys as soon as the keys on 
the bottom row have struck. 


Exercise 25 


szsws dxded kmkik 1,lol ;.;p; sz dx km 1, ;:. 
szsws dxded kmkik 1,lol ;.;p; sz dx km 1, ;:. 
zero, axle, make, lazy, oxen, maps, haze, km 
sizes extra mixed zebra extol lamps dizzy sz 
zonal boxes milks spitz xylem looms xebec dx 


Exercise 26 


man map may sum mat mob aim dam met dim hin, 
box fox mix six fix tax fax axe zip ZOO ViZ, 
make mail main them name seem many meet memo 
mere mill mine miss most more move much must 
come next taxi luxe flux zone zero zea] lazy 


Exercise 27 


zealous realize breezes puzzled assizes gazette 
maximum explain texture extreme exceeds expects 
zenith, seized, exempt, extent, prefix, suffix, 
azure. zerba. among. money. remit. months. 
Zachary Xanthus Maureen Zwingli Zambian Xiphias 


Exercise 28 


now in again, on an account, in addition to, in respone to 
Gold bonds, legal tender, delivery order, dormant partner. 
Income tax, money market, fiduciary loan, pay us you earn. 
Trade mark, reserve fund, trade discount, value added tax. 
Firm offer, bill payable, treasury bills, bill receivable. 


Note: Typing of punctuation marks should be as follows: 


Leave 1 space after comma (, ) 

Leave 1 space after semi-colon (;) 

Leave 1 space after colon (:) 

Leave 2 spaces after full stop (.) 

Leave 2 spaces after question mark (7) ’ 
Leave 2 spaces after exclamation mark. (!) 


Pea9: 
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Typewriting 


Exercise 29 


He is certain the size of box will be too small. 
She was so lax that more than a:-dozen were lost. 
We have told him to value the zinc in six boxes. 
The committee have found this tax cannot be met. 
The men in the zone may fix the machine in time. 


They can organize the work and then mix the wax. CHAPTER 3 


Exercise 30 | HEADINGS 


The result of his call will be known next week. 

There may still be time to finish all the work. 

I think it may have a very bad effect on sales. 

Many in that crowd were unable to see the ame. | 

Ouick touch lends speed to my hands at my EY there are several ways to display the headings as followed: 


let study hel them; i ld ti , ; 
Quiet study helps noise would worry mos ¢ C i Usuace Capseae 


<FIGURE ROW> - all letters are typed in capitals, leave one Space between 
| letters and three spaces between words 





Make sure that your finger is right over the required key, strike the | ELEMENTARY TYPEWRITING 


key sharply and then return your finger to its home key. 
d was yi = : Closed Capitals/All Capitals 


- all letters are typed in capitals, leave one or two spaces 
between words | 


to 





ELEMENTARY TYPEWRITING 


Initial Capital (with underscoring) 


- the first letter of each word is typed in capital (except 
for articles, prepositions and co-ordinating conjunctions), 
leave one space between words 


Elementary Typewriting 


3) 





Use thumb for space bar 





Exercise 31 | | 
| @ © Note: If a passage with more than one headings, then leave one 
ree pie: eS rear foes ae : ce ca ae : a Tee line. be tee aa heading and sub-heading, and leave two 
a ae J or ines Ww = i 
frsrf frst fSf frSrf frsf f5f: 5 fins 55 fibs 5 fags 55 firs Meatenee 3 ee ae ere pen a 
jy6yj jy6j j6j jy6yj jy6j j6j: 6 jays 66 jobs 6 jets 66 jabs 
de3ed de3d d3d de3ed de3d d3d: 3 duds 33 dots 3 dons 33 dogs 
ki8ik ki8k k8k ki8ik ki8k k8k: 8 kits 88 keys 8 kids 88 kegs 
sw2ws sw2s s2s sw2ws sw2s s2s: 2 saws 22 sons 2 suns 22 sets 
10901 1091 191 10901 1091 191: 9 logs 99 lads 9 lots 99 laws 
1 
2 


aqiqa aqia ala aqigqa aqla ala: aunt 11 arms 1 ally 11 ants ; 2/Gs, 
0 pages; 30 pills; 40 papers by aX. a La 
| fo | 


In blocked Style passage, headings aré blocked at left 


margin. In rAteHE Style passage, headings are centred 
Over the typing Tine. 


sPOp; ;p0O; ;0; ;pOp; ;p0; :0:: 


Exercise 32 





/ 
Jack cut 73 cabbages, 4 marrows and 29 cucumbers in 5 weeks. oe, fess 
In only 2 weeks I read 8 books ranging from 34 to 567 pages. iow 
Bob has 48 flats to rent and 6 to sell: only 5 have garages. 
The new school will have 380 boys and 590 girls in 50 forms. ly, 
John hit 26 and 33 runs: alan 61 not out in just 66 minutes. i ' 
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CHAPTER 4 


CENTRING 


With Equal Margins 


When centring a heading over a piece of typewritten work which is. of 
equal margins the following methods may be used: 


1. by back-spacing | 
a. move to the centre point of the typing paper 
b. backspace once for each two characters (letters/spaces) in the 
heading. (Ignore the last character if it is odd ) 
Cc. start typing the heading at the scale point reached 


2. by calculating 
a. count the number of spaces of the heading to be centred 
b. subtract half of the heading from the centre point number 
¢. move to this scale point and Start to type the heading 


With Unequal Margins 


When typing with unequal margins, headings must be centred Over the 
width of the typing line and not over the width of the paper. The 
centre point of the typing line must be found by adding together the 
numbers at which the margins are set and dividing by two. When the 
centre point has been calculated, the Starting point for typing the 
heading can be found by either the backspace or calculation method. 


Exercise 33 





Centre the follow headings on the typing paper, using spaced Capitals 
method. / 


Elementary Typewriting 

The expert typist at work 
Conference accommodation 
Television maintenance 
Sunningdale nurseries limited 


CRO OD 
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Chapter 4 


—— 


) 
f lo 


Centre the following headings on the typing paper, using all capitals 


method. 

f. Holidays competition 
_g. Christmas holidays /1992 

h. For the attention of mr d s brown 
i. New factory extension 

J. Partrtime business studies courses. 


Centre the following headings on the typing line, with the given 
margin sets, using initial capital with underscoring. 


Women at work (20,10) 

The importance of newspaper (18,12) 
Instructions to secretaries (15,10) 
Applying for a job (12,8) | 

A study of birth and mortality roles (10,6) 


oD Brn 
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Typewriting 


CHAPTER 5 


PARAGRAPH 


There are mainly two kinds of paragraph used, they are called BLOCKED 


and INDENTED Paragraph. 


Le 


Blocked Paragraph 


- all lines begins at the same scale point, that is at left margin 


- the ‘first /linesof teach paragraph is indented b 
is 6 spaces (elite), 5 spaces (pica), 
typed at left margin. 


P24 


Single Line Spacing [1] 


ND 
re 
EE 


1 line spacing 


re 
nr 
rn 


1 line spacing 
ca Re Oe SERA cn a ES 


pe 
pe 


Indented Paragraph 


Single Line Spacing [1] 


a 


1 line spacing 
SPORE 
1 line spacing 
Web hfe 
ee a 


Di. 


D. 


Double Line Spacing [2] 


2 to 3 lines spacing 


rr 
a 
ee 


2 to 3 lines spacing 


EE 
i 
rr 


Double Line Spacing [2] 


OP A | EEE Sat OE Se, 


Eee 
EE ee 
2 to 3 lines spacing 


Hp RA we 


Sa ee At 
sa FS Se eh Diy 
2 to 3 lines spacing 


i i a 


————————— 
————————— 


YoutalLh an inch... that 
the subsequent lines are 


(Exercises refer to 


SO 
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Exercise 


Type the 


Speed Test 
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Exercise 


Type the 


Speed Test 
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Exercise 


Type the 


Speed Test 
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Exercise 37 


Type the 


Speed Test 
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Exercise 38 


Type the 


Speed Test 
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Exercise 39 


Type the 


Speed Test 
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Exercise 


Type the 


Speed Test 
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Exercise 


Type the 


Speed Test 
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Exercise 


a. Type 
b. Type 


passage 


passage 


passage 


passage 


passage 


passage 


passage 


passage 


Chapter 5 


Speed Test Passage) 


in blocked style, single line spacing. 
in blocked style, double ete spacing. 
in indented style, single line spacing. 
in’ indented style, double line spacing. 
in blocked style, single line spacing. 
in blocked style, double line spacing. 
in indented style, single line spacing. 


in indented style, double line spacing. 


the Speed Test 9 passage in blocked style, single line spacing. 
the Speed Test 9 passage in blocked style, double line spacing. 


43 


Exercise 


a. lype 
b. Type 


the Speed Test 10 passage in indented style, single line spacing. 
the Speed Test 10 passage in indented style, double line spacing. 
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Typewriting 


CHAPTER 6 


SUB-HEADINGS 


1. Shoulder Heading 


- starts at the left margin and are followed by one clear line 


—- space left between the 
topic (p.24). 


P.26 


Blocked Style 


XXXX_XXXX 
1 

















OR 
XXXX XXXX 











b. 





of space before the start of the related paragraph. 


paragraphs is the same as in Paragraph 


Indented Style 


XXXX_XXXX 
1 


—_—--—_———__—_——_—____. 


SASSO 


OR 








pap 


Paragraph Headi 
— is typed on the same line as the start of the paragraph 


Chapter 6 


— space left between paragraphs is the same as in Paragraph 


topic (p.24). 


Blocked Style 
XXXX XXXX#4¢——_______ 











OR 
XOoxx JocxdA}-———____ 











OR 
XXXX XXX: #4 











OR 
Xxxx_Xxxx : Hf} 











Indented Style 
FEPBHEXXXX XXXX#44—— 











OR 
HERE ock Wocxxd}—— 











OR 
FHEEEXXXX §=XXXX 3 4} 











OR 
TPTEXXXX Xxxx 3 Hf} 
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Typewriting Chapter 6 


Exercise 44 | 
eee a Exercise 46 





Type the following passage, with shoulder heading, in blocked style 


using double line spacing. | | Type the following passage, with paragraph heading, in blocked style 
using double line spacing. 





BRIGHTER FILING FROM WESTWOOD 
MAKING THE BEST USE OF THE POST 


Westwood office files are available in five bright colours (blue, 


red, green, yellow and orange). This allows colour coding for five Ordinary Letter Post and Parcel Post These services meet most normal 
different purposes and also helps brighten the office environment. | needs. Every day millions of letters and parcels are sent by ordinary 


post — and the vast majority arrive safely. 


Westwood Lever Arch Files 
Registered Post This provides special security for letters and 





| The space-saving Rado clip ensures that the file stays firmly closely packets, and compensation for loss or damage. It is the best way to 
] on the shelf. The tough PVC coated covers are easily wiped clean, | send small amount of cash and small articles of value. However, 

and the files are fully shoed to prevent scuffing. Available in A4 | compensation for cash will not be paid unless it is sent in one of the 
or Podtséan- sizes | 3 registered letter envelopes sold by the Post Office. 
Wes twoud “Bor- Fries 4 Recorded Delivery Where the important thing is to have a record of 
“i, ae 7 fe a posting and delivery rather than compensation for loss, letters and 
All box files are available with dropside or lockspring. A4 or , packets may be sent by recorded delivery. This is cheaper than 
foolscap size. Standard index A-Z made from top-quality cream manilla | registered post. The sender is handed a date-stamped and initialled 
— packs of ten, shrink wrapped at special bargain price. certificate of posting at the post office: and the recipient signs on 


delivery to provide a record of receipt. 


| Westwood Expanding Wallets 
Compensation Fee Parce] Service This is intended for larger articles 


a Strengthened expanding wallets in foolscap size with reinforced of value, for which compensation is desired in the event of loss of 

H - gussets and covers. The PVC coated covers are easily wiped clean. damage. Unlike registered letters, these parcels receive no special 

Twenty. Dockets. security handling in the post to reduce the risk of loss or damage: 

U | the benefit is in the right to compensation should such occur. A 
Exanencuins certificate is given as evidence of posting. 


Type the following passage, with shoulder heading, in indented style 


using double line spacing. 
Exercise 47 





HOW TO OPEN AN ACCOUNT | Type the following passage, with paragraph heading, in indented style 
| using double line spacing. 


It is very simple to open an account with a bank. You go to the : 
i bank you have chosen and in an interview with the Manager he will d | Cc CONFERENCE ACCOMMODATION 
| explain to you the different types of account. He will ask you for , | 
i some personal information including a specimen of your signature which 
| must be the one you intend using when Signing documents for the bank. LARGE HALL: This is a large room with comfortable seating space 
for approximately 1 500 people. There is a platform at one end of the 
DEPOSIT ACCOUNT i hall, which will accommodate up to about twenty persons. 
If you have money which is not needed immediately, you may open SMALL HALL: This has seating space for approximately 800 people, 
a deposit account. The bank will pay interest on this money, but will with three small side—rooms which can be used as dressing-rooms or 
require up to ten days' notice before withdrawal. It does not make | alternatively for the preparation and serving of refreshments. 


any charges for this account. 
| | LIBRARY: This would be suitable for a committee meeting or a 

CURRENT ACCOUNT | small private conference. The roon is well furnished, and up to thirty 
7 persons could be seated comfortably at the conference table. 

This is the most suitable for everyday business or private use, 
as deposits and withdrawals may be made at any time and advantage 
| taken of the many services which the bank has to offer. For this the 
bank has to offer. For this the bank may make charges based on the 
number of transactions passed through the account, and it allows 
? little or no interest on this type of account. 


P.28 | | | .P.29 








Typewriting 
Exercise 48 


a. Type the following passage in blocked style using shoulder_heading 
in double line spacing. aD Gol ince 


b. Type the following passage in indented style using paragraph heading 
in double line spacing. eae ernment ESE Caen a ee 


SOLAR DOME SPECIFICATION 


eye 
\ f 


The Structure It is made from galvanised tubular steel to British 
Standard specification. It is assembled with 8 mm diameter nuts and 
bolts. 


Gutters They are made of non-corrosive aluminiun. They are wide 
and strong enough to walk along. The water is discharged at the ends 
through a PVC rainwater pipe which ends at ground level. 


Film Anchorage There is a continuous film anchorage device 
incorporated in the gutters. This new device (which we hope to patent 
shortly) ensures that sheets of film are easily secured from inside 
the "dome" with a completely dry seal. 


Gable End Frames They are made in timber, shaped like goal posts, 
and secured firmly to the steel framework by fabricated steel brackets, 
making for strong connection. ) 


Door Openings Every multi "dome" tunnel is fitted with one door, 
framed in timber, for easy access. To single tunnels a draped curtain 
is supplied as an alternative to a door. 


P.30 





Chapter 7 


CHAPTER 7 
MANUSCRIPT 


Always read through the whole passage before starting to type it — to 
become acquainted with the subject and handwriting. This will help 
you to read and spell all words correctly. 


Exercise 49 


Type the following manuscript passage in blocked style using single 
line spacing and in indented style using single line spacing. 


An agent BS OE Pittson Or a pierre eee ~g log 4% behalf 
of ane ther, called Ot prwepal , Agents ms 2 4 nermatly 
rewercleel by ec Pognrtent of COMES Sion : 


Deposcil 5 ox 1s “ae. "Box Pproviokd by o Bank 
fer Ae (cling raliwdle ola C tLac ents etc jheich. COLA 
6-2 leckect by The fc usloncer anal Sfored in She Baak vauw lls. 


Make it a rule nol fo bear mere then ene Lreuble af 
aAmt. Some people bear three Lends of Geuble: all they 
have had, atl theg howe now wand alt they €xpect lo have 
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_ Typewriting 


Exercise 50 


Type the following manuscript passage in blocked style using double 
line spacing. 


Fhe flumen of the anld ase Haminy, Ae wt Mal Mey 
MMe ed ne yay. Fo A Metesd Aedutlity ye | 
at Aline tt thw ai a 

Ad & — former foro om ly fe a 
ad, couple, om heal Boats dh 
ad will ad the def Ast, an, Ka circ 
ky Condideregt mere tae ae ll acme 
ate Me lodse im hy fel 


Exercise 51 


Type the following manuscript passage in indented style using double 
line spacing. 


en ee eae 
Vion. 2d aa ae he ae AloettitimeAL wth, LIQ) 


yt atiy  i gece 
eo kor /Z,. 


ou. ea LY AQ cane poet. “%, 
aniorvrer, Lhe and ; Coney the 
cdeerltemedt abuok alas lack the matise ff the 
ot gular a0 LL lll and iattedl Sasol. 
flim Aste he rial iy wee Lote witidimenl, 
Aro Ad nen, Arr portant , Hee. 


oe ey Qe 


sis 





€ 





Chapter 7 


Exercise 52 


Type the following manuscript passage in blocked style using double 
line spacing. 


Je 9 cw 

Neus Spapers play a ing Aatepiatink paste a oe a de cs 
Ahura, Sy couse , Ahab Oibtiy “years ogo, Ran there was Lite o rao 
Amwask~e nado OuKudk Ve AeRouisem , VUSIPALES Wore Wick Wve 
Munpmrraw’ ty Aegple Aion Ahan ane thary. 

OG 4 Auteresting to Seaouve duosersey, Knat, Lusch Aha MLAs - 
Paps wove an Ane days Lhe oly ewer vous, the circu - 
taken dy tia papers 0s murack Loos Khan’ ik 2s “ead eee 
funtion om a aveat vewieky Os evenke all over He uxwth cau Leo 
ead on dhe vad’o and tor om television. 


pote tian ea: Duss ie dang td an rpmperr Aud, Sows 


Exercise 53 


Type the following manuscript. passage in Ee peed style using double 


line spacing. 


6 Wrockinw Arssdinndtt, Kinde id Che Unsold pra Ore, 


© Keer ot APR coped, Ren ne Matar , the fe ae MM WAL, gt 


addres vee, ar protil the Jot fe m Bh fer 


the nace sod adh of He Legge of Hh arodd. 


| ja | Ad —* Celumnd jo fa Khao growed prowdied 
pier! anol droue rips Kegathor itt the, bad 
—— com be 


“Sewial fe, rs ete frpaelty ond whet 























Chapter 8 
Typewriting : | 


14. Where many words have to be inserted in a certain 
point in the text, a line leads to a "balloon" 
drawn at a convenient place. 


i An unfamiliar word, or a word that. may not be clear, 
ne PO o/e. is given in capitals in an unbroken or broken ring 
) (as here). The word should not, of course, be 





typed in capital letters. 


| CHAPTER 8 Exercise 54 





| CORRECTION SIGN Type a fair copy of the following passage in blocked style using double 


line spacing. 


| You will often be asked to type a fair copy from a corrected typescript The smaeas A ee 
| Or manuscript. It is, therefore, important that you should learn and : See ci fe 2° PB eACt9UNt constructed, for 
| understand all signs used for correction. the purpose of finding the gross profit. On the debit 





The followings are the commonly used correction signs. | ( © of Side there are placed the stock at start, i.e. at»the 
if = Y/ Ye Change to lower case; ie put in small letter | | commencement of the period (which the account relates, Ao / 
i) | @! ; a | | 
i _ instead of capital. (Under the letter/letters to | s,thetpurehalse s ; Carriage inwards and wages. On the credit 
He an a be changed two lines are drawn. ) 7 
i ‘XY, A\ (a Side are placed the sales and the Closing stock. The Le f 
| >. Cop oy UC Change from lower to upper case; ie use shift key. | bad | 
| r excess of the credit side over the debit side is the 
i . F\a . : ary ae : : 
i | cP word (s) Insert at points indicated any letter, word, aaae ; : 
i 4 ) ; ; ‘ é ‘ BOSSHpPPrOLLt/if th i i 
| ro. se punctuation mark, etc given in the margin. The | A Ss dead he wre OSA Texcess vom ithe) dapat weadehewer 


sign ’A’ may be seen in the text. phemeredit side, that is a gross loss. This balance is 


"d" for "delete"; take out letter, word, phrase, 


transferred to the Profit and loss Account. ane /, 
etc which has been crossed out in the text. “4 ) 


Exercise 55 





underneath as it was originally. 


| plnderdine 


\P4 
| ais SONG oO) Let it stand; ie type word with dotted line 





| Type a fair copy of the following passage in indented style using double 
| 6. is P Underscoring. ' | line spacing. ; 

Ts an SBA Close up space. | 

a 7N | Cc I am afraid that-I shall be eee to accept your kind 

i 8. gl Take out cancelled letter, and close up space. | ¢ ) f er ae 


invitation. Please accept my apologies and my best wishes atek / 


| om VP PW e Begin new paragraph immediately after bracket sign ) 7 for a very successful meeting. 
i [ or YT fis 
| 10. Auth on Run on; no new paragraph is required. In text this Neete et geeman is ful; of, fightsand hope! ! He want’ 
4 le bia is indicated by ¢—— £./ to reform the whole World. When he is over sixty he still 
vi Lod = IZ iy : 
| | ‘ : % . wants to reform the whol Crld- but : Ae Krum 
! 11. Caps Use closed (unspaced) capitals when there are two hole world, but/he cannot / 
i 7 lines under the word(s). pte geet 
. ; =) The met hod of shopping by charge account means that ; 
12. Sp thps Use spaced CAPITAL S when there are three you can pay for all your months purchases with a single vs 
lines under the word(s). Between words typed with yl cheque; you need no longer waste time waiting for change 
Spaced capitals allow three spaces. | on ate 
iis or writfing cheques eg ounes: areetl / 
13), trs Transpose letters or words. If necessary, number 


the words 1, 2, 3, etc, to make their order clear. 


The sign used in text is Ny | 7 | : P 


P.35 
P.34 























‘i _ Chapter 8 
Typewriting 


Exercise 58 





Exercise 56 





Type a fair copy of the following passage in indented style using double 


in ij | double 
ng passage in indented style using line apetene 


ii) Type a fair copy of the followi 
I line spacing. 


Undoubtedly, education does not mean teaching people what they 


i) ‘ 
ont do not know. Education, indeet= is a painful, continual and De // 
ficult work to be done. by kindness, by watching, by warning, by 


ELECTRIC TYPEWRITERS 


Uf papers’ 2nd by praised, puETaPove eee gt /—/ Electric typewriters have Several advantages over manual machines. 
| Regardless of the typist's touch, they produce a pleasingly sharpind # 

Y J Rusf#kin (1810-1900), the well-known English author and social eee | 
NEF . / C4 ot | uniform impression. 

reformer, speaking on the value of work said: "If you want know/ Lf Mersiete 
£./ ledge, you must toil for iatewoe «£ood,, you must toil for it; and ¥ yun ob/ They also put an end to other common faults such as Capital. 

: = ’ 

ee upbeasure,; +yous mist oe til is the gue a 7 letters out of alignment and dropped Lower Case Characters. The depth Ce/ 

(  €4 v) of the printing can be avtomatroatty regulated to that up to 20 carl{ on “tp / 


X. copies can be taken at once. | There are other refinhents. Some electric 
Exercise 57 ta 





typewriters have Proportional] Spacing and other devices Capable of 


Type a fair copy of the following passage in blocked style using double 


line spacing. producing typescript almost like letterpress Print. ] aithough a great NP/ 


deal of learning is done on manual typewriters, no typist need [fear to Neat / 
fea change from/manual 4 tofelectricd. The basic skill is the Same. ihe NP 
C :/ Noise in Britain | | 
of ————————— | first notable different is that the keys of an electric typewriter need 


itain is one of the noisies countries in the world and ever if . 
Brit t t t nd every yea only the lightest touch for an impression to be made. Your habit of 


s/ there is yet further invatGon of silence and Privacy. motor Ciaran ne. ae/ , 
tis/ factories aircraft overhead. transistor radios, are among the main | ; holding your fingers over and not on the home keys is now therefore uc/ 








noise-makers. At home, the whirl of vacuum cleaners, washing machines 3 all important. Another difference is that -the Slope of the: keyboard 
and toys compete with radio, television and recordplayers Far worse 5 fi | | stot / Bis aoe an“electric’ than-on-a manual typewriter. Therefore the hands 
comes from outside, with the Snarl of motorcycles, revving of cars, A | 
} wth must be held flatter, ate the fingers less Curved. One advantage of 
// growl of lawrnowers , and the crazy Symphony of the City SEES. fe, / AK 8 g ; 
, the electric machine is that the Carriage return lever its sweeping sop / 

Living standards and[spiral/€osts)as We surround ourselves with more Crs ¢ € | 
and more machine-made noises until our eardrums are full and clamourina be . a nas ‘replaced oarsample Orne eye ehoat a “APRN 

vet / for sj - There appears to be little thatfreturn us to a golden Can. | also have 'repeat-action' keys. Thus the underscore, hyphen, and ful]- 





age of silence in this era of the modern machine and din. [Noise has ah Stop keys go on typing their character rapidly across the page for as 


A become nearly everyones problem, from those living close to motorways i 
; j ay long as th d ssed.° This 4 } are j i 
to those directly in the path of-the latest sonic boom. | 2 pgs eee a is “sme—seving but care is needed in m pac 
timing the release of the key. § f 


All in‘ all, the continuing develooment of the electric typewriter 


moo Noise is rapidly becoming one of the most disturbing faetures of all. lis / 
The World Health Organization has al ready warned us that "Noise is ag s 
YS 


j ¢ nN 
x= not as evident afform of assault as a blow on the head. but it is | of ie © OF fascinating interest to all aspiring typists. 
— nevertheless likely to cause some kind of damage, imperceptible, by¢ Z 4 | 
a noné/théfless dangerous . | f 
eee CU : 
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Typewriting 


Exercise 59 


Type a fair copy of the following passage in blocked style using double 
line spacing. 3 


Typewriter ribbons axe mostly mace of uvked fabrics — winch 
tys | Mary oe colton [Si Lk] ov [ragiony). For ome Electric Typesriters Ic/ 
Q plastic - coated ribbon (Which should be used only once ) 1S 
uc] also avarlable. € 1§ Used who Yo (appearance of tno 
typeesri fer Work 1s of PrOrTL— UMA por BAC. | Stet] 
oep| By means of a speual atachment’ cmrbon rmbbowus an 
be used on manual Peron iers as Wel. [Types ter nbbons NP/ 
Weis AbUCh can be Ou tfer eat widHrs ant lengths , One cata ( 
‘SRO on 2 Shools — the Size and type of LL vary with toe make 
CSET: mMadine. So that He) nbbm for ony Particular make 
of typeoriter Can be easily Atkernuned , SUppLLE I's have now 
grouped machines HOKU 9g Yo SAanre Aght-ef ribbon spools, 47 
coding each with a letter and | ov number. In Hus Way, “P| 
tro vow ety of Oh event Spools has bean reducecl to 
manageable propor hous . Charts ustungfiise 
Groups ar avalable prom manuLlactvrers. 


Various ae 
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Chapter 9 


CHAPTER 9 
ABBREVIATION 


Whenever you come across the abbreviations, they should be typed out 
in full spelling. Here are some commonly used abbreviations. Read 
them over and memorize then. 








ack acknowledge ltd limited 
_amt ___ amount _ mth(s) month(s) 
ae Pe and ecy necessary. 
Bey) appointment (s) Nee North 
been na(s) number (s) 
——— ~ business_ rd road 
cat(s) catalogue(s) 2nd second 
cttee(s) eee _sec(s) ss Ss eCretary/ies—— 
“ts Sac. -_shd - should. 
a dear/doctor sinc sincerely 
dept (s) department (s) st Street/saint_ 
enc(s enclosure(s) tel telephone 
Eng ~ English/England Jo Pe) 5 crag 
ffly faithfully sere therefore 
Ist first 3rd third. 
Mee efor S Wwk(s) un... Week (s) 
fr from wh 7 which 
te hag eae) ERA ees 2 Ae 
hogh¥ Saas “WO shavers wy handel 3 1 baltic 
7 ae _...hour (s)__ _wd would _ 
incon inconvenient/ence Ets) _year(s) /your(s) 























Typewriting 
Exercise 60 


Type a fair copy of the following passage in blocked style using double 
line spacing. 


CHEESE | | 
No one id Aune how cheete wars chacovered Lut we clo 
front was eclin the J, Komans + Grechs dtvernt 


y oie ol ata of The King. cheeses 
Lancactine - Chee a Maple ford J mill workind — in 
Ana AAA | ee ef neers 
WA ag. pavkk wl aye. Lleceelir— ig daca Lo 
Mahe the het W Karehit | 


Exercise 61 


Type a fair copy of the following passage in indented style using double 
line spacing. 


Woe ak Wovk < ps 
Mwadays UW is the Aussk maul isney kN AUMIM 1D a0 out 
suko Unt woertd to cam thew mw Lug. Se salem, ow ‘aaa a 
fw WML AWove Ocnve Tovies core / . Revue MAW COMW/ quilea 
wall amowt Ty Mmouny, IGGLZ other's COM. CONV Pues ‘Women, 


| 8, 
dongs top pouibimnstawe offen ab Wifly paid as teeirawale 
ettecqes. _. Gv Ss | 


he Ancowe oF A Auoveunay wowan depemds upon seveval, 
factors. Ist the amd. Of Hume khe is athe to dooce +0 Lor cgupatio. 
And , tte lend or educakiow smo fas Lad - Sid , the partiala cages 
4h she Das chosen and Giell,  Qow easily shecau be veptaced. 














Chapter 9 


Exercise 62 


Type a fair copy of the following passage in blocked style using double 
line spacing. 


| Window Boxes ie 
WY wimalow 50x cam be far moe than. « Contain ter growing. plants - bepit 
made of metal, stone oven) sr plastic St she be decarative + 4b tw 























ae | 
Typewr1iting | Chapter 10 
| 
d. Because the weather is always with us it might quite 53 
reasonably be expected that we should become so used to it 112 
and all its changes that it would hold no special interest 171 
for us. This is far from being the case. 213 
il e. Every office should have an efficient and reliable filing 58 
q system and a staff competent in the art of methodical filing, 119 
| and indexing, so that correspondence and documents are kept 179 
i | tidy, clean and always readily available for quick and easy 239 
CHAPTER 10 reference. 250 
| SPEED TEST 
| | : 
| 5 speed Test Passage 1 Strokes 
| | i 
| Speed Test is used for checking the typing speed of the typist, Have you ever made a journey by railway sleeping-car? Have 63 
4 usually test for ten minutes. you known the excitement of settling down in cosy bunk, to 124 
Hi | the rhythm of the wheels below, and waking up to a new 179 
1 , : landscape flashing by the carriage windows? 225 
Bl Calculation for Speed Test ( ¢ | 
i y For most people, travel by railway sleeper is a thing of the 287 
a Speed = Total Number of Strokes Typed (1 word = 5 strokes) | past, and long rail journeys are rare even by day. The car, © 348 
| 5S x Time Employed the coach and the plane have largely taken over. Perhaps 407 a ta 
\ already the railway sleeper is just a fading memory. 459 LX © | 
i Errors Tolerance = Speed x Time Employed x 3% ane 
i 
‘i , | Speed Test Passage 2 
a” Errors Tolerance Per Your Speed | 
a Proverbs express truths or wise sayings in familiar and 57 
Mi Speed : Errors Tolerance (10 mins) often colourful ways. To say that the grass is always 113 
i | greener on the other side means that we always tend to feel 173 
| 16-18 S our neighbour is more fortunate than we are; and of course 232 
| 19-21 6 he thinks the same about us. 262 
22-24 7 | 3 
25-27 8 The saying that he who hesitates is lost is a warning against 325 
28-30 ? not being able to make up our mind. To be told to look 382 
before you leap is advice against rashness. Although these 443 
: may seem to conflict, they are really only saying that there 504 
Two Minutes Speed Drill are times for bold decision and times for caution. Proverbs 566 
enrich our language and it. would be the poorer without them. 626 
Strokes ; 
a. The uses of honey are unlimited. It can be included in 56 ( ¢ Speed Test Passage 3 
cakes, sweets, biscuits, beverages and savoury dishes and 114 | 
many children enjoy it in sandwiches. 152 A girl who has obtained a position in a business house and who 63 
! | : ’ has ambition should be very careful, by her manner and by the 125 
i b. Comprehension is the name given to the process by which 56 way in which she performs her work, to earn the respect of her 188 
! we understand what we read or what we hear. The aim of 112 employers. Giggling and chattering, loud laughing, and talking 253 
| quicker ‘reading is to increase the speed of comprehension. 171 on staircases and in passages in business hours are|-very~ bad 314 
dy | | form. 320 
c. Quicker reading techniques have been developed because 55 
i | of the increasing amount of written material which the 110 Any show of ill-temper or impatience is to be deprecated; if 384 
q executive, the professional man and woman and the student 168 7 there is anything to which a girl can reasonably object, she. — 445 
ll find they have to read. 192 | should state her objections quietly and in a pleasant manner. 507° 
| | : If punctual, methodical, competent, and pleasant, she will win 574 
a her way; but if she wishes to make a career, she must also 634 
i show herself able to take responsibility and to be capable of 693 
iy : initiative. ewrt 705 
| 
\ 
P.42 
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or dislike crossword ‘puzzles — with quite 
crossword lover can scarcely glance at 
fore having a shot at the puzzle. To 
ohana the chequer—board which 
S allotted page is somethi to be 
a fe 


__—— 


~-No doubt a liking for crosswords depends to some extent on a 


measure of success in solving them. ‘This may take some time, 
as there are conventions and verbal quirks in the setting of 
crosswords that can only be reéognized with practice and by 
comparing a lot of solutions with the clues. In favour of 
crosswords it can be said that they make you think about the 
use of words and help to widen vocabulary. 


Speed Test Passage 5 


All of us are familiar with detailed maps of the continents 
and land masses of the world. We are also aware that maps 
have been made of the Moon and, more recently, of Mars. It 
therefore perhaps comes as a surprise to realise that, apart 
from a few small areas, no detailed maps of the ocean floor 
exist; knowledge is scanty even of the more shallow 
continental shelves. 


Cameras cannot be used for sea-floor mapping because of the 
lack of light. Thus it is necessary to use techniques that 
make use of sound waves. A way of scanning the sea bed by 
means of a narrow sound beam has been successfully used on 
the deep ocean beds as well as on the easier centinental 
Shelves. In this way a picture of the contours can be 
gradual ly built up. It is, however, a slow process, and it 
will be some years before such a mammoth task is completed. 


speed Test Passage 6 


It sometimes happens that an angry person storms into a 
typist's office waving a sheet of paper and demanding to know 
why anyone ever typed this. He points out that it makes no 
ae ia insists that he could never have written such 
rubbish. 


What has happened is a common pitfall when typing from copy. 
The'typist, not thinking about the sense of what she is typing, 
and not keeping her eyes on the copy as much as she should, has 
missed out whole lines. This is a common error, particularly 
when the same word is repeated on the next line or a little 
further down. The word is picked up in the wrong place —- and 
typed nonsense results. | 


Of course, such an angry situation would not arise if the typed 
work has carefully checked before being passed as finished. 

One has to be particularly alert when typing speed tests — as 
this kind of mistake is more common than you may think. 
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Strokes 
63 


124 
184 


247 
309 


649 
714 


892 








Chapter 10 
Speed Test Passage 7 Strokes 
It is easy to see why jogging is popular. We all know that 62 
regular exercise in the. fresh air plays a big part in keeping 124 
a fit and healthy body. Yet many of us have no aptitude or 185 
iiking for games, nor have we any chance to play them 239 
regularly. The same applies to many other pastimes —- like 299 
swimming, gymnastics, skating or dancing — and they are not, 360 
of course, always possible in the open air. 404 
The merit of jogging is that it can be done where people 462 
please, at any hour of the day or night, by persons of any 521 
age, either alone or in company. A round of the city or 579 
suburban house blocks is as good as a cross-country run. The 642 
jogger can set his or her own pace, and if necessary drop the 704 
trot to a walk till breath is recovered. 746 
While the natural loner enjoys jogging alone, many people 805 
prefer to go out with friends in groups of joggers formed in 866 
offices and neighbourhoods. The choice is entirely their own. 928 
speed Test. Passage 8 
Stamp collecting is a hobby which gives equal interest and 60 
pleasure from youth to old age. For a start, you have 116 
portraits and pictures in a wealth of colour, delightful to 176 
the eye. Then, as you acquire the stamps of different , 232 
countries, your knowledge of geography grows — and no less of 294 
history, for stamps are used to mark the great events in a 353 
nation's past. The best-known authors, painters and composers 417 
have their place too. From the realm of nature you will find 480 
bird, animal and floral stamps, typical of each country. 537 
Technology is covered as well. 569 
With the help of an illustrated catalogue you can build up at 632 
quite small cost a wide-ranging collection of stamps dating 692 
back many years in time. It is true that rare stamps are 751 
expensive, some costing as much as thousands of pounds. There 815 
is, however, a wealth of choice between the cheapest and 872 
dearest. stamps. Anyone who puts money into a collection has 934 
the knowledge that over the years stamps have proved to be a 995 
good investment. 1011 
P.45 








Chapter 11 
Typewriting 


Speed Test Passage 9 | Strokes 





In an office we depend a great deal on the aids and machines 62 
that are there to help us with our work, and it is interesting 125 
to speculate about what causes the worst chaos when something 187 
g0es wrong or cannot be obtained. One could argue, for instance, 255 
that an office could not go on for long without its telephones: 320 
yet many did, during the time when the operators were on strike. 385 
The facilities for postage, too, are important; but many other 449 
ingenious ways were found of getting papers from place to place 513 CHAPTER 11 
when the postmen were not working. 548 a 
PUNCTUATION 
There have been threats of power cuts from time to time, and 611 
they have in fact occurred often. One must admit that one 671 
camnot do any written office work once it gets dark on a winter 735 
afternoon, during a cut; and a great many items of electric 795 There are two kinds of punctuation used: 
machinery at once become quite useless for the time being. 854 ? 
(The manual typewriter may have a longer future than we think. ) 920 1. Open Punctuation 
The number of cups of tea and coffee that can be drunk goes 981 2. Full Punctuation 
down; and some unlucky workers may find themselves stuck in the 1045 ( 
lift until such time as the power comes on again. 1095 


1. Open Punctuation 


When paper is in short supply there are apt to be difficulties; 1161 





though at the same time it is clear that economy in the use of 1224 — punctuation marks are omitted 

existing paper stocks is one of the easiest things to achieve 1286 | 

in times of shortage — provided of course that the telephone 1347 a. after abbreviations 

is still working. 13650 b. at the end of lines of the head and foot of letter 


c. at the end of lines on envelopes, postcards, etc 


Speed Test Passage 10 


2. Full Punctuation 
Many typists think in terms of their ‘speed'. This often shows 68 <r 


a keen attitude to their work, but it is important to know just 132 | — punctuation marks are retained 
what is meant. 148 
a. after abbreviations 
In the first place, any valid claim to speed must assume a 208 b. at the end of lines of the head and foot of letter 
Satisfactory accuracy with it. As has been emphasized 264 c. at the end of lines on envelopes, postcards, etc 
throughout this book, the one is useless without the other. 324 
This apart, many factors have to be considered. A very short 388 : 
burst of speed might be achieved which could not be maintained 431 Open Punctuation Full Punctuation 
over a long period. A passage made up of short sentences with 515 7 | 
plain words and simple syntax can always be typed more rapidly 578 Please come at 7 pm not 8 pn. Please come at 7 p.m. not 8 p.m. 
_ than a complex one in unfamiliar language. If the typist has 641 ¢ 
to pause over difficult words and syntax, then speed must 699 Q) . «© Mr T S Waters BSc works here. Mr. T. S. Waters, B.Sc. works here. 
suffer. If therefore the copy is too easy, the typist gets a 762 | 
false impression of her speed; if it is too difficult, she © 821 PS I flew on an MEA plane. P.S. I flew on an M.E.A. plane. 
cannot do justice to herself. 852 
? Ann is a BCC announcer. Ann is a B.C.C. annuouncer. 
Examinations take account of these problems. They aim to test 917 | : 
all candidates on standard copy so that there is a common 975 Susan lives in USA. Susan lives in U.S.A. 
measurement of speed —- with of course the same treatment of 1035 | 
errors. (Alas, they cannot cope with the fact that in typing 1099 Pets, eg dogs, are banned. Pets, e.g. dogs, are banned. 
we all have off days when the mind and the fingers just will 1159 ; | , ; 
not work!) | 1174 | NB Raincoats, etc, are needed. N.B. Raincoats, etc., are needed. 
Employers like to have a national speed qualification as 1232 Scot, viz Bell, won the title. Scot, viz. Bell, won the title. 
evidence of training and ability. They know that no tests can 1296 | ene 
adequately reflect the work in an office. This must be learned 1361 | ) BEC is an example of an acronyn. B.E.C. is an example of an acronym. 
on the job. The point is that with the foundation of a fast 1423 | fn 
and accurate typing speed, the typist can devote her mind more 1486 eee edeee eS i nee 1992. Today's-date is 14 April, 1992. 
fully to the problems of the office production tasks -— and do 1548 
these faster too. 1565 
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Typewriting , 
| Chapter 12 


6. Punctuation of Address 


Open Punctuation Full Punctuation 
Mr T L Bond Mr. T. L. Bond, 
25 Longton Road 25 Longton Road, 
| EXETER | EXETER, 
| Devon Devon, 
CHAPTER 12 EXS 2PQ EXS 2PQ 
ADDRESSING ENVELOPE ot 7, Special Indications 
a. Urgent 
: | Sp. * f 1 
1. The correct postal address normally consists of: 4 inate 
ROSE, ips d. Confidential 
ressee e. For the Attention of Mr J Brown 





Name or number of house and name of street 
Name of village — using all capitals (with or without underscoring) or initial 


Post town (in capitals) ( | -é | capital with underscoring. 


County name 
Postcode (not be punctuated or underscored) — should be placed above the name of the addressee, separated by 
one line of space. 


rh oD aawrp 


2. Address should be typed with each part of address on separate line. 
on REGISTERED POST 


3. The first line of the address is typed approximately half way dom | ii. RECORDED DELIVERY 
and centred the longest line of the address on the longer side of : 
the envelope. 


— must be typed in all capitals and placed on the top left hand 
corner with top margin - half inch (3 lines) and left margin 
— half inch (6 spaces for Elite, 5 spaces for Pica). 


4, Address can be typed in single line, one-and-a-half line or double 
line spacing, according to the size of envelope. 


5. Position of address typed on envelope. 






REGISTERED POST 


Urgent 







Mr T L Bond Mr T L Bond 
25 Longton Road 25 Longton Road 
EXETER 





EXETER 
Devon 





Devon 
EX5 2PQ 








AT UDR RETIREE IAD CLT AF EL VR PTT FoR EY PERONEAL TS LTTE 
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Typewriting 


Exercise 63 


Type the following addresses in open punctuation on the envelopes. 


WN = 


nn £ 


Mrs R G Rowlands, 2 Firs Lane, Nottingham, NG2 4AS. 

Mrs P Brown, 45 Acre Lane, Southampton, SW2 4JK. 

The Secretary, Sharp Tools Ltd, Head Works, Brightside Road, 
Sheffield, South Yorks, S1 1WJ. 

Messrs Howard & Jones, Royal Chambers, 15 Church Square, Cardiff, 
Wales, CF1 4EP. 

D L Harrison & Co Ltd, Palace Buildings, Grosevnor Hill, London, 
WX2 5ER. 


Exercise 64 


Type the following addresses in full punctuation on the envelopes. 


& WN = 


Mr R S Chambers, Flat 3, 7 Langley Hall, Bristol, BS8 3JB. 
Watford Fine Decorators, 8 Lee Rise, Watford, Herts, WD3 4AP. 
Southern Books Ltd, 32 The Broadway, Bournemouth, Hants, BH9 4HT. 
The Principal, St Lawrance's College, 13 Robinson Road, Bristol, 
England, BI3 4EG. 


Exercise 65 


Type the following addresses with specifications on the envelopes. 


aol, 


In open punctuation: 


a. J Miller Esq, 2 Overton Drive, Walton, Lancs, WN2 3BN. 
(Mark it Confidential) 

b. Miss M Green, 48 Rowan Avenue, Bristol, BR7 6JY. 
(Mark it Urgent) 

c. The Manager, Scottish Kilt & Tartan Co Ltd, 19 Crombie Street, 
Edinburgh, Scotland, EH1 4DSsS. 
(Mark it Private) 

d. Pitman Publishing Corporation, 6 East Street, New York, NY107. 
(It is for the attention of Mrs R Phillips) 


e. Mrs S Cole, 42 Court Road, Manchester, MI6 GAL. 


(Mark it Personal) 


2. In full punctuation: 
a. Mrs L O'Connor, 24 St Patrick Gardens, Belfast, BT14 9BY. 
(Mark it Confidential) . 
b. Mrs E Jones, 42 Conway Gardens, Cardiff, CA4 5LF. 
(Mark it Urgent) 
c. Ms EN Nichols, 217 Lowther Hill, London, SE23 1PZ. 
(Mark it Personal) 
d. Mrs J R Davies, 18 Albion Street, Manchester, ME3 2LJ. 
(Mark it Private) 
e. M & B Co Ltd, 23 Northcotes Avenue, Durham, DHS 7DW. 
(It is for the attention of Mr B Hilton) 
P.50 




















Chapter 


Exerxise 66 


Type the following addresses with specifications on the envelopes. 


IR 


In: open punctuation: 


a. Mr J Lovell, 10 Buckingham Way, Leicester, LE4 9AD. 
(Registered Post is to be used) 


12 


b. Messrs Young and Brady, 7 Culversdon Park, Hereford, HR3 6DW. 


(Recorded Delivery is to be used) 


c. Mr MT Waters, 14 Malvern Terrace, Woodleigh, Essex, WD3 1ES. 


(Registered Post is to be used) | | 
In full Punctuation: 


a. Messrs Jackson Bright Co Ltd, 48 Wheeler Gate, Nottinghan, 
NG1 2CB. 
(Registered Post is to be used) 

b. Mr S W Jones, 92 St James Court, London, WN1i 4DT. 
(Recorded Delivery is to be used) 

c. Mrs Diane Page, 26 London Road, Bournemouth, BH9 3PY. 
(Recorded Delivery is to be used) 





PtSi 
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Typewriting 


CHAPTER 13 
LETTER 


Any standard form of letter layout is acceptable but the firms usually 
have a preferred ‘house style' which their typists and secretaries 

are required to follow. However, all letters should be done with 
highest quality, well-displayed with sensible punctuation and 
paragraphing are important as the letter can affect others' impression 
to the company and can represent the working standard of the firn. 


Types of Layout © 


1. Blocked style with open punctuation 
2. Blocked style with full punctuation 
3. Indented style with open punctuation 
4. Indented style with full punctuation 


Sizes of Paper Used 


1. AS portrait paper | 
2. A4 portrait paper 


Margins 


1. Top margin: A5 —- 6 lines 
Ad - 12 lines /4 ;../ 4 2-4 
2. Left margin and right margin: AS5 - 12, 8 (Elite) 
, ~ 10, 6 (Pica) | 
Ae — 18, 12 (Elite) .'3 #5 
15, 10 (Pica) ~— 
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Punctuation in Letter 


Open Punctuation 
Ref JD/MW 


14 April 1992 


Mr J Brown 

48 Wheeler Gate 

NOTTINGHAM’? 649 4% 47 fllgck y /, 
NGW2CB .42 7 wes 


Dear Mr Brown 

(in heading and content — 
punctuation marks after 
abbreviations are omitted) 


Yours sincerely . 
COMLON INTERNATIONAL CO LTD 


J Deacon 


Enc 





Chapter 13 


Full Punctuation 
Ref. JD/MW 
14/April, 1992 
Mr. J. Brown, 

48 Wheeler Gate, 
NOTTINGHAM, 

NGi 2CB 


Dear Mr. Brown, 


(in heading and content —- 


punctuation marks after 
abbreviations are retained) 


Yours sincerely, 
~ COMLON INTERNATIONAL CO. LTD. 


J. Deacon 


Enc. 
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Typewriting 
Methods of Layout 


1. Blocked Style 


(1) XXXXXXX 7 
3 APs 
eek 


(2) XXXXXXX 
l/s 


(3) XXXXXXXXXXXX 
XXXXXXXXXXXX 
XXXXXXXXXXXX 
XXX XXX 






(4) XXXXXXX 


conrrnanananonccenssaa 7 


(6) XXXXXXXXXXXXXKKXXXXXXXXXXXXXXXAKXXXXAXXXAAAAR 
XXXXKXXXXKXKKXXKKXXXXKKXXXXXXXXXXXXXXXXXXAXXARA 
XXXXXXXXKXKXXXXXXXXXXXXXXKK ae 


is KXXXXXXXXXXKXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXAXAK 
XXXXXXXXKKXXKXXKKXXXXXXXXXXXXXXXAXXXXXXXXXXXKAA 


XXXXXXXXXXXXXXXKKKXKRARXKX 


Ly 


(7) XXXXXXXXX 
(8)  XXXXXXXXXXXXXXXXX 


(9) XXXXXXXXX 
XXXXXXXXX 


(10) xxx -. | 
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2. Indented Style 











p | 
¥ Yo | , | ee 
/ \ : “ ud | 
} pre 


q) XXXXXXX (2) XXXXXXX 


ws (3) XXXXXXXXXXXX 


XXKXXKXKXXXXXK 
XXXXXXXXKKXKK 
XXX XXX 


} J 


{} +. f* 
> CQVUUV IQ Tren 


(4) j 
pear t ee Tides 6, b oct feaol a 


(S)  xXxxxxXXXXXXXXXXXXXXXXXXXXX 


XXXXXXKKXXXKXKXKKXXXXXXXKXKXXKKXKXKKXKXKXKKKXKXKK 
AXXXXXXXXXXXXXXXXKXAXXAXKXXXXXXXXXXXXXXXXXXXAXXX 
XXXXXXXXXXAKKKKKKKKXKXKK KKK 


XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX 
XXXXXXXXXXXXXXXXXXXXXXXXX 

Compl imenterf z- (7) XXXXXXxXXxX 
 ) Sai hae 7 (8) XXXXXXXXXXXXXXXXX 
cite | 


YW 
(own } AG 
GAY IOAN GAY 

/ " 4m 


(9) XXXXXXXXX 
/ XXXXXXXXX 


iy 


5) ae , 
Pesipation 


(10) xxx 


$ 






































Typewriting 


Parts of Letter AGE AE 
1. Reference number 
— this may consist of dictator's initials in upper case or lower 
case followed by typist's initials and file number. The oblique 
sign is used but not punctuated. 


2. Date 





— never abbreviate the date and do not type the word ‘date’. 
- the most usual form is day, month, year, with or without 
punctuation, but no fullstop at the end of date. 


3. Inside name and address 


— the layout and method are the same as addressing envelope and 
must be typed in single line spacing. 


: Le 
4. Salutation Dé 


- the opening words of greeting 
5. Subject heading 


—- do not type the word ‘Subject’ 
— may be typed in all capitals or initial capital with 
underscoring. 


6. Body of letter 


— should be typed in single line spacing with one line between 
paragraphs. 





7. Complimentary close ees: 
ompli 42 ey 
- follows the body of the ae 
—- 'Yours faithfully' usually follows the more formal salutation. 
- 'Yours sincerely' usually follows the informal salutation. 


8. Company name LAG 


- this is the ies Ss company name 
— should be typed in all capitals 


9. Designation 


- this is the sender's name and initials 
- if official position of sender included, is typed on the line 
followed the typed name 


10. Enclosure />// fs 
at 





— as a reminder to insert the enclosure 
—- it can be typed in abbreviation 
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Chapter 13 


Exercise 67 


a. Type the following letter in blocked style with open punctuation. 
b. Type the following letter in blocked style with full punctuation. 


Ref JD/MW 
14 April 1992 


Mr J Brown 

48 Wheeler Gate 
NOTTINGHAM 

NG1 2CB 


Dear Mr Brown 

46 DALTON DRIVE WIMBLEDON COMMON 

On behalf of my clients Mr and Mrs John James, I have now arranged a 
provisional sale of the above. property to your clients, Mr and Mrs 


Pearson of 127 High Road Bramcote Nottingham at an agreed price of 
$1 700 000 for the freehold with vacant possession on completion and 


subject to contract. 


Your clients have agreed to exchange contracts on 18 May with 
completion on 15 June. 


I have instructed my clients' solicitors to prepare and forward a 
contract for your approval. 


Yours sincerely 
COMLON INTERNATIONAL CO LTD 


J Deacon 
Residential Property Manager 


Enc 


' Pgs 

















Typewriting 


Exercise 68 


a. Type the following letter in indented style with open punctuation. 
b. Type the following letter in indented style with full punctuation. 


Ref JD/MW 14 April 1992 


Mr J Brown 

48 Wheeler Gate 
NOTTINGHAM 

NG1 2CB 


Dear Mr Brown 


46 DALTON DRIVE WIMBLEDON COMMON 


On behalf of my -ellients Mr and Mrs John James, I have now arranged 


a provisional sale of the above property to your clients, Mr and Mrs 
Pearson of 127 High Road Bramcote Nottingham at an agreed price of 
$1 700 000 for the freehold with vacant possession on completion and 
‘subject to contract. 


Your clients have agreed to exchange contracts on 18 May with 
completion on 15 June. 


I have instructed my clients' solicitors to prepare and forward 


a contract for your approval. 


Yours sincerely 
COMLON INTERNATIONAL CO LID 


J Deacon 
Residential Property Manager 
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Chapter 13 


| Exercise 69 


Type the following letter on A4 paper in blocked style with open 
punctuation. 


Ref YK/306 . 
Today's Date 


Mr T M Osman 

341 West 14 Street 
NEW YORK 

NY 10016 


Dear Mr Osman 

Thank you for your letter of 22 June, and your remittance of $700. 
We are, of course, very pleased to have this, but have to point out 
to you that it is not now for the correct amount. We think you have 
failed to notice that the discount we offered was subject to payment 


within 28 days. 


A statement of your account is enclosed, and we shall be glad if you 
will remit the outstanding balance as soon as possible. 


Yours sincerely 3 
ABC MANUFACTURING COMPANY 


K Smith 
Chief Accountant 


Enc 
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Typewriting 


Exercise 70 


Type the following letter in blocked style with full punctuation. 
Ref KW/EFY 
Today's Date 


Mrs L O'Connor 

24 St Patrick Gardens 
BELFAST 

BT14 9YB 


Dear Mrs O'Connor 
MADE-TO—-MEASURE KNITWEAR 


Our Spring brochure has just been printed, showing a most colourful 
and wide variety of made-to-measure clothes which we are sure will 
interest you. 


We do not seem to have heard from you for some time now, but as we do 
not wish to remove your name from our mailing list, we are giving you 
another opportunity to obtain a copy of our exciting brochure. 


Stocks are limited, so be sure to send us your name and address today, 
and you will receive our brochure without delay. Act now to avoid 
disappointment — we have some wonderful bargains! 


Yours faithfully 
IRISH KNITWEAR CO LTD 


Joyce Brown 
Sales Promotion Manager 


P.60 




















Chapter 13 


Exercise 71 


Type the following letter in indented style with open punctuation. 
Ref ABE/YK Today's Date 


Mrs E Jones 
42 Conway Gardens 


_ CARDIFF 


C4A KSF 


Dear Mrs Jones 


Deep-Freezing Equipment 


Thank you for your inquiry of last week for details of our 
deep-freezing equipment. 


We are now able to send you our latest catalogue showing the 
different models that are available, with all the relevant information 
to help you make up your mind which type of freezer to buy. The back 
page of the catalogue tells you all you need to know about insurance. 


Should you require any further information, our representative 
will be please to call on you. 


Yours sincerely 
ARCTIC FREEZERS CO LTD 


A B BLACK 
Sales Manager 
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Typewriting 


Exercise 72 


Type the following letter in indented style with full punctuation. 
Ref DJ/MW Today's Date 


Mr B Hilton 

23 Northcotes Avenue 
DURHAM 

DHS 7DW 


Dear Mr Hilton 


Thank you for your letter of 8 June from which I note that you 
will be taking up an appointment in Reading on 1 October and that you 
would like to find a property within a 30 mile radius of the town. 


I have made arrangements for your name to be added to our mailing 
list and you will automatically receive our weekly property achegule 
which is publ ished every Friday. 


For your information I am enclosing herewith a leaflet showing 
our terms of doing business with our customers. 


Yours faithfully 


J Deacon (Mrs) 
PROPERTY MANAGER 








Chapter 13 


Exercise 73 


Use today's date in blocked style with open punctuation and the 
reference is NS/FY/7. Address it to Messrs Hules Picard & Fuls, 
459 Regent Street, London, England, WI5 7PL. 


Dear, Sir, 
Stet Mas: we, please, have your cheque in payment of the enclosed account? 
Nf. Lit is doubtless quite unnecessary for us to do more than poht out 47 
if, that ths account is now overyde, because we are sure that you have no -tas 
more desire inconvenience us than we have to write to you for money. 


roe 
Now 


sh Our prices and other arrangement/ are fixed on the basic of monthly settle- 





xh ments and nd term, soy that eae payments are essential. 
th Perhaps you wil be good enough to and with your cheque your inquiries ct ef 
for any soaps and perfumes you may be requiring shortly. [We have pleasure A/.p. 
in enclosing a copy of our latest price» - Vist which includes a number C/o 


of our new products that we now have in stock. 


Yours faithfully, 
BENSON DAY & CO. LTD. 


D. EVANS 


Credit Controller . 


Enc. 
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Typewriting 


Exercise 74 


Type the letter in blocked style with full punctuation, using today's 
date and reference number YLL/CCC. Address it to Mr J Miller, 
2 Overton Drive, Walton, Lancs, WN2 3BN. 


Mr | 


Dear-iMtse Miller, 
Senior Secretary to Office Supplies Ltd <4 


Thank you for your application form, but I regret to tell you that, 
having /note of your age and qualifications, we have decided not to call 
hank for interview for the above position. | Since we advertised, however, Nf 


another vacancy has arisen the sales office. & 






pan or Althogh the salary is slightly lower, 1 feel this position might 
still appeal to you. A knowledge of French is an advantage, there|as Ag 
Kf will be the opportunity to accompany Mr {Stewart the Sales Manager, to 


French-speaking Canada on several occasions. a 
If you wish to be considered for this post, please let me know 
as soon as possible. Mr. Stewart would like to infterview you himself, fe 
and this can be arranged as soon as you contact me. 
Yours sincerely, 


N. JOHN 
Personnel Officer 
























Chapter 13 


Exercise 75 





Retype the letter as corrections are made, which should be addressed to 
Mrs B J Robinson, 117 Scars Road, Middlesbrough, Yorkshire, TS8 2WL. 
Using indented style with open punctuation, reference number is YH/YL 
and use the date 13 July this year. 





“Gap Dear madam / areteror- rf 
Mth In repty to your postcard requesting further informa— 
oT tion regardeing the use of our/Everlast/ wood and seal dye z re 
on parquet floors, we have pleasure in enclosing copies of 
our technical literature covering the use of these products. 
Para [you mention that the floor is badly worn in parts, and it 
ad occurrg to us that you may wish to have a proper renovation 


tun om of the flooring undertaken 


rejcontractors for floor and wood finish- MAS. 





ing and would be more than happy to advise you and estimate 
ay / for the resurfacing, dyfi ng and sealing of your floor, without 
any charge or obligation on your part. (z¢ this would be of MP, 
interest to you, may we suggest that you contact our Polishing 
Contracts Department Manager, Mr. BWW. Jackson, at our London te 
Lees Showroom. 
With regard to your inquiry about the renovation of 


7) linoleum, we would strongly recfommend the use of our clean- 





ing solvent, which is a highly efficient cleaner for removing 
Af wag build-up and dirt from polished surfaces. 
Yours faithfully, 


z/ Maye ting Manager 


Encs. 
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using the reference number NW/SBL and today's date. 





Typewriting 
Exercise 76 


Type the following letter in indented ‘style with full punctuation and 


(Date) 


Southam Books Kt 
32 The Broadway 
BovuRNEMOUTH 
Hants 

BHIO 4HT 


Dear Sus | : 
Further lo yy telephone coll of Hus mormung, |! am disappomted 10 
know thar Mie meh paps books un my Ordtr are gut of SldcK, 


paltnougn you expect td MeCLeVe ALLO Supp ints ScOn.5 | 3 
Onl Crugraed par Pobse IS Very Wg SO | Mu Bett ca} my 


NP 





can 

order pov them and ask you fd reforn My monet. | have Chogpocl NP/ 
with a lavae bookseller wr London that Hey hold stocks of 

fhese bks, “So | Shall go tere and purchase tha bks in person. 


[Eundiy forward, the othar books | ordered prom you. 


Urs HY , as Sopn as passible 
N weston | 
Head of English Departwent 











Wish 








Chapter 13 | 


Exercise 77 


Type the following letter to Mrs R D Johnson, 14 Coronation Street, 
Oldham, Lancs, OL! .3BW, using today's date. The reference number is 
RWF/ER/J. Please use blocked style with open punctuation. — 


Dear Mre Johneon 


PoHowtng a substontial increase. in busmece 
during He past twelve maths , and 1n the 
unterests a mproied Cuetaner relaxam s, wt hee 
been decided +o oper an aaldieaal branch a 
tha Olol han awea.” (hin branch wl be. sttuated 
ree a New Sheet, and prom / November th 
ad uiistred zn OUT mortg 2 accowitt unl 
be. trauslerred Qe. Your decdount reference 
number wil] be EY ri At, unclead &) EF 00%4/5. 
[ Would 4m plage excise. that after Ho end 5 
thee mont, the eul dotarls QNe_ quoted on. all 
Corr esponclence | ral for MA enreloced for (Pi to 
gend dlerect + your bank un calf you should 

by Banker 's Order, ° 
I+ hag been a pleasure foc We aud me staf 
to hoe had your CUSTOM over “Hs_ years, and 


4 WM suve you sel vecewe ey Az (S Fance 


Atom, tha. Nees Areot Manager » Mr KR Farmer, 


OUXS Sj 


R W Forsytr] 


Branch Mouager 
“Ene Oe 


























Typewriting 


Exercise 78 


Type the following letter to Mr B Smith, 51 Acacia Drive, Staffs, 
ST4 6WL. Date for today and give the reference number TAR/ER/BK. 
Please use blocked style with full punctuation. | 


gee 
a 
e 5 
7 
x 
Bf 
ES 


af 
‘ 
ah 
LSe 
é 


a 
cf 
es 
Le 
3 
F 
j 


iW densive WePrvemncts to oul 
mento. WuW wmarive a ed hanks 
tii «thus Wad in to We 


é 
i 
5 


Yours Rinceroly 
rH ROBBIE ~ 
WW ounagee 

JeEuc $ 











Chapter 13 


Exercise 79 
Type the following letter on A4 paper to Mrs J R Davies, 18 Albion 


‘Street, Manchester, M23 2LJ. Date for 17 July this year. Please 
use indented style with open punctuation. | 


And Uveo Single bec reetns for scone 
Deginning oh. «6S eee | 


to ae einen” | 

HK your tir you cpecfy hale the single 
bed peas shoudl te ol do Lap hep 
CLO BW - ftrer. Un 

Pre a0" Yat po ib . qe eailn. ay catty 
Offer the ACCEUAMD Aalier Yeu Laird 
or be thud ftoer. The” apo a 
Totus £ and are ak the face 4 ae 
hatth , fang the Lea. 

ea ee es ESed 8 Tre enc of ul 
weet Wwihothorn hoa alt ~ offersoc i 


Suitable. fi chalk hild your petemvattonr 


- 


Yours Ancenely 
> a 
Manages 























Chapter 14 
Typewriting 


Exercise 80 


Type the following letter on A4 paper ready for Signature and despatch 
for today. Address it to Mr Waters. Please use indented style with 


full punctuation. 


CHAPTER 14 
MEMORANDUM 


Ref JT/IR 


Me M T Wekers 
\u. Maloéern Terrace 


Memorandum is a routine written communication between persons, 
departments or branches within an organisation. It is simpler in 


WCODLEIGH layout than letter and therefore quicker to type. 
Essex 
WDS 147. The main differences for the typist between letter and memorandum are 
that a memorandum has no inside address, salutation or complimentary 
Ss Close, and it is not always Signed or even initialled by the sender. 
Deor ic | 
| es There is no-one standard form of layout for memorandum because it 
Property Nosling bi SE varies from organisation to organisation as much as letterheadings. 


However, there are two styles of memorandum: blocked style and 
indented style. 7 | 


We ore ak present re-OrgQeni zing our mong Lists, 
Types of Layout 


ond uw order Eo Keep up to dokte with the requirements 
OF ProspecEtVE Purthosers we ore Circutaring the 
Eendiosedi questionnasrre . Owing to ever-changing 
MorkKeE concukbieons we feel rok some of our records 


ne Aow be INodeEqUoOke . 

LF Berar seu Looking fora Property, we Should 
be glad Lf you would complere ond retum the 
Quwesbionnare. WE Sroll tren be able a Seid You 
detouls of anything relevent vcohich might come 


1. Blocked style with open punctuation. 
2. Blocked style with full punctuation 
3. Indented style with open punctuation 
4. Indented style with full punctuation 


Sizes of Pa er Used 


1. AS landscape paper 
2. A4 portrait paper 


Margins 


1. Top margin: A5 —- 6 lines 
A4 — 12 lines ! 
2. Left margin and right margin: AS, A4 — 15, 15 (Elite) 
| - 10, 10 (Pica) 


Yours PoLvapully 


FuerBy « GAVEFORD 


Punctuation of Memorandum 











Qpen Punctuation. Full Punctuation 
5 To All Staff | To: All Staff 
Tocnec ae 
Neg Pee From Mr J Brown, Sales Manager From: Mr. J. Brown, Sales Manager 
Oc} : 
Ref WS/SM/84 Ref.: WS/SM/84 
th 
Fac Date 14 April 1992 Date: 14,April, 1992 
(in heading and content — (in heading and content = 
punctuation marks after | punctuation marks after 
abbreviations are omitted) abbreviation are retained) 





P.70 Poa 


























Typewriting | | Chapter 14 
| 
} Methods of Layout Parts of Memorandum 








—~ this is the name of the document, and it should be typed in all 


MEMORANDUM <— Space ooN 


| 

| | 

| 1. 

| ceed A | 1. Memorandum 
| 

| 

| capitals or spaced capitals (with or without underscoring). 


| 
| | sf <F-S Rs : < | 
ih} age 0 eee | 2. To, From, Date, Ref 
' — these words must be typed, in all capitals or initial capital, 
mT ee waipabieticc cco | . although there is no data being filled. 
CREF. come | —~ 'To' or ‘From' should be typed in order of the first or second. 
— 'Ref' or 'Date' should be typed in order of the third or fourth.’ 


L 


DATE XXXXXXXXXXX leave 2 spaces before gages data 


A 

| 

we 3. Subject headi 

- UXXXXXXXXXXXXXXXXX | sl 

oA —~ do not type the word ‘Subject’ 
4 ‘ — mav be typed in all capitals or initial capital with underscoring. 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXKXXKXXXXXXXKKXXXXXEXK KKK XX XXX KX ¢ | @ i e © | 


XXXXKXXXXXXXKXXKRXKKXKXKXKXXKKXXKXKXXKXKRKXKKXKXXXKKXKXXXXXKXKXKXKKXXKXKXXKXKXXKXKKXXXXKKK 
XXXAKXKKXKXXKXKXKXKXXXXXKXKKXKKKXKKXKKKXXKXKK 


5 
Xe 


. Exercise 81 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXKXXXXKKXXXXXKXKXX 


XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXKXXXKXXXXXKXXXXXKXXXXKKXXKKKXXKKK Type the following memorandum on AS paper, using blocked style with 
XXXXXXXXXXXXXXXXXXKXXXXXXXKXKXK | open punctuation. 
MEMORANDUM 


2. Indented Style 


To All Sales Representatives 


MEMORANDUM 
From Sales Manager 


a 7) ! f 
70 _Frem XXXXXXXXXXXXAXK Ke af _Date xxXxxxxxxxx | | Ref WS/SM/84 
f | Ay | 
From —*? XXXXXXXXXXXXXXX kale Ref Bo iak | | Date Today's Date 
sf | 
XXXXXXXXXXXXXXKXXXKX ; Weekly Reports 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXKXXXXXXKXXXKKXXKXKXX « ‘@ As request at last month's sales conference a new type of weekly report 
XXXXXXXXXXXXXXXXXXXXXXKXXXXXAXXXKXXXXXXXXKXXXXXXXEKXXXKXXXKKXXKXXXKK | form has been ordered from the printer. A supply will be sent to you 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX | within the next ten days. | 
XXXXXXXXXXXXXXXXXXKXXXXXXXXXXXXXKXXXXXXXXXKXXXXKXXKXXXXXXXXXK | The layout of the new report form should prove earier to read and 
XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXKXXKXXXKKXXKXX time-saving to complete. 


XXXXXXXXXXXXXXXXXXXXXKXXXXXXXXXX 





P.72 
-P.73 


























| Typewriting 


Exercise 82 


_ Type the following memorandum on A5 paper, using blocked style with 
full punctuation. Pagan - 


MEMORANDUM 


To: Music Editor 
From: Personnel Manager 
Date: Today's Date 


Ref.: FWN/23 


COMPANY FLATS 


Two company flats have now fallen vacant and I should be obliged if 
you would bring this to the notice of your staff. 


Please stress that the flats are available for only one year and 
prospective tenants must be prepared to leave at the end of that 
period. : 


Priority will be given to cases of special hardship. 


Exercise 83 


Type the following memorandum on AS paper, using indented style with 
open punctuation. : = 


MEMORANDUM 


TO Heads of Department REF PW/K89 3 = 


FROM General Manager DATE Today's Date 


INTER-OFFICE MEMORANDA 


| To save time, all inter-office letters and communications to all 
agents and representatives must be typed on memorandum forms. 4 


Heads of departments may, if they wish, sign their memoranda 
but this is not essential. 


P.74 

















Chapter 14 


Exercise 84 


Type the following memorandum on AS paper, using indented style with 
full punctuatior. | 


MEMORANDUM 


TO: All Members of Staff REF.: SF/NPS 


FROM: Chief Personnel Officer — DATE: Today's Date 





New Pension Scheme 


Will all employees please note that the New Pension Scheme has 
now been formally accepted by the Board of Directors? The Scheme will 
be put into operation on | January next year. Full details of the 
Scheme are available on request from all Personnel Officers. 


All employees under the age of 55 must join the Scheme. It is 


voluntary for employees over 55 who will benefit by joining the Scheme — 
which will provide a lump sum instead of a pension for then. 


Exercise 85 


Type the following memorandum on AS paper, using blocked style with 
open punctuation. 


4l psn te Aarnck the new chiliry hae Tee 
Flee LZ a’ he. Cartf Ga F : 

















Typewriting 
Exercise 86 


Type the following memorandum on AS paper, using blocked style with 
full punctuation. qh 


Som Calbuig Manager, oe Bie membas af stage Ref. Ba/SP 


CLOSURE OF CANTEEN 


MW . Ct noxt Mon. the canteen wih be closed ie | 

: Ri gt AC Ke canteen, 1b um Need pr aN VY) 
y udecorahion. | had thak alk Tey, WOR” 
wa howe Leen carrcead wrk clung last summers 3-wh hotwhay beat. 
ai oat abseoe ga Wa recs tepethacchets ho big 
Was rat prove . ae te incon. yen mau, be caused 


Exercise 87 


Type the following memorandum on AS paper, using indented style with 
open punctuation. 


Wemorar~duum 10. Au members of Staff From:. Fersennel Mamager | Rugust I9-- 
Private Patients’ Health Gare Scheme - Ay stekl mauber whois Mmcluded w the 
Cow pay Pension Plan is eliguble bo fom fas scheme. The Com pasuy pill pary Che 
Subscruphin for the member and, tf required, for the member's Spouse . 
Members may also arramge cover for their children, though us Hie Case Qn 
qwmuol premium fF $ZSS perchld mush be ford by the member The amounk 
‘de by Uhe Lowrpamy or behalf of the employee wll be subject [ mcome lax. 
Fro plica toon forms Ouch breckuses describwig Che scheme yn Aelail are” 
onowlable on «quest. 


























Chapter 14 


Exercise 88 


Type the following memorandum on AS paper, using indented style with 
full punctuation. 


Memo to Min T Packer from J Fotan Rf TSF /bs 
Oe penis rs ee id the 
Le] Ongauugation But recently thet Hr Atte n> of 
ee ae : BEOES. Ay Me Co. An tect 
Depts ht AMnt 19 
Np/ tte [A buoy 0 he aaa protien tut Gd atk 
ae ats oh ortedLimtl + conotade, 
dome dition 0 Gr shah. Gine ttud dome Lteo elouybil_e 














CHAPTER 15 
DISPLAY 


The material should be typed centring on the paper used. There are 
two kinds of display: blocked method and centred method. 


1. Blocked Method 
a. Centred the material vertically by: 
i 6 decide the space left between lines 
ii. count the number of lines used . 
iii. subtract the lines used from the total number of lines 


on paper used, then divide it by two (ie the top margin) 


b. Centred the longest line of the material horizontally, then 
each line is blocked alongside. 


2. Centred Method 
a. Centred the material vertically by: 
ii decide the space left between lines 
ii. count: the number of lines used 
iii. subtract the lines used from the total number of lines 


on paper used, then divide it by two (ie the top margin) 


b. Centred every line to the paper width. 


P.78 














Exercise 89 


Chapter 15 


Display the following invitation card on AS portrait paper in blocked 


method. 


Exercise 90 


Display the following invitation card on AS portrait paper in centred 7 


method. 








WOODSTOCK CHARITIES ASSOCIATION 


We Invite You and Your Friends to 





A.J SCHE R RY & ‘PART ¥ 

on 

Tuesday 14 April 

1830 hrs 

at 

Linden, Green Park Road, Woodstock 
Entrance $15 (including raffle) 


WOODSTOCK CHARITIES ASSOCIATION 
We Invite You and Your eigade to. 
A SH BOR RY. Peau yy 

on | 


Tuesday 14 April 





1830 hrs 
at 
Linden, Green Park Road, Woodstock 


Entrance $15 (including raffle) 


P.79 














| YI neg Chapter 15 


Exercise 91 Exercise 93 


Type on AS portrait paper in blocked method. Type on AS portrait paper in centred method. 


Lowtod PARISH CavN ELL 
invites You To 


DARWIN TRAVEL 


Wintersun rliclouys _ 


ne l) ree DANCE gu yp ups 
Fniolay ra = October 

ALLL at 

Jtahy 2000 Are - 2330 hre 

Coma, Jales “ the Village H all 

Mesk Jnolier 


With 
Countirn ana <Lquence Vane ing 
Rebuchnants and Grand Re 
Why not Come to am bh St Village Dancé 
With {un for the whole famil / 
Tigets : Lop )aults , Dep CME. 


EEK HHKA 


SE ROSE AE 
PICK UP OUR BROCHURE 


from leaclng travel agent 


Exercise 92 


Type on A5 landscape paper in blocked method. 


Hi Ay MyPal, OUN WerieE iA iT RE 


CONCERT OF FAMOUS CLASSICS 
Coming Soon: 


Tchaikovsky: Sleeping Beauty Waltz 


Exercise 94 


Type on AS landscape paper in centred method 


| A GARDEN FETE —Gpitad. cap) 


Bizet: Carmen Suite low wm Sra a 
Grieg: Peer Gynt Suite Kivi Gardena, Outi cot 
Strauss: Blue Danube Waltz Ov 


Ravel: Bolero 


Satunclan) 24 Sume ab 3.50pm 
Wad 6) CHURCH 

THE PARISH|RESTORATION FUND 
Entance 45p 

Rattle, Siderhewo, Brg -amd-Buy Sta 


- and other well-loved classics 


* K K K OK 


WATCH THIS SPACE or 
Telephone 0666 4923 


P.81 

















| 











Typewriting 


Exercise 95 


a. Type on AS portrait paper in blocked method. 
b. Type on AS portrait paper in centred method. 


aAcea 
THE CASTLE HOTEL eg Te 


FORM 
CHICHESTER, SUSSEX 


Luncheon Trent 





uncluding VAT) a 
Yresh Grapefruit ; 
of Plance with Sartlare Sancé 
Beek sand’ Kordradish Sauce d. 
Braised Livtr'ana Chions 
hoatk ana erxeameda potatoes ue 7 





P.82 











a. 


Chapter 16 


CHAPTER 16 


1. Typing Form 


Centred on the paper used 
(ie left margin = right margin, top margin = bottom margin) 


Using double line spacing in the space of filling 
Lines should be typed in: 


il dotted line - using continuous full stop 
ii. continuous line - using the underscore key 


Leave 1 or 2 spaces after the wording and before Starting to 
type a line (it must be consistent throughout the exercise) 


Leave 3 spaces after the end of line and before starting the 
second wording on the same line 


Ending all the lines at the same point (ie at right margin) 


2. Filling Form 


Adjust the paper, with the alignment scale, so that the typed 
details, including the lower case g, j, P;,. Gq, y, stands 
Slightly above the line. 


Leave 1/2 space(s) above the typed line before starting the 
insertion of details. The insertion of address may be blocked 
Over as more than one line are given. 


P.85 

















Typewriting 


Exercise 96 


Use A5 paper to type the following forn. 


UNIVERSAL OFFICE EQUIPMENT AND SYSTEMS 


For further information on any items in this 
Catalogue, complete the form below and post 
1 £0 

Universal Office Equipment and Systems 
Universal Trading House 

24 South Street 

LONDON E15°3SJ 

Please use BLOCK CAPITALS throughout. 


Quote items by name and reference number. 


i= ee ee PORES 5 A Oc ot pbs 3 OO Oe 
Name “© ...0. Wore, Bove io ee Fee eae: ce ce giteTe feast 
Posxt POM’ HEI” a ete cRMREEEI ETSI oo Sc ce tt ce eae 
Company “Mame 4" ote ots cso Wiens 0 os eiehog sec eee te ee ow 
Adar Sis Sipe cue ciet ete ote te. 2 4c Sie ee. oie tert dens 6 
Telephone Number ...6.-e-0-.6 Dearne ae Wark Saran Cee 
GSMA EMEP isle co cpeidicnauers*e jour s.0.d' « si eeigw © serapeysce oil S 
Daltee mTRReTIMGT SETS clcre cc 0 0 exe 610"0 0 8.9.6.6 ope 6.6 ue beg 8 wee» 


Exercise 97 


Fill in the AS typed form with the following information given. 


Turner Compulin X 44 (Ref C12) 
Okpuce Manager 


25 gh i hE M. ait 
BOURNEMOUTH BH2 35ST 


O207 F552 


P.84 




















Exercise 98 


Type the following form using A5 paper. 


AXBOURNE EDUCATION AUTHORITY 


2 DEE OP OS ee) oe igo. atten 
=“ @= 2 @ 


Fees Kececot Now. ___. es 


ewesee® 
Cf e OF @¢ SO eia @ awa o“ — = @= = 


o ceee 
id ceeeeece eee a 
biti i ee ed 


cewzeeree fre eo oer &—- = ee 
so 


os 4 il aaa 


PDS 
4 Sethe ee we rt ee ee Ome SS os Boe 


Fenance officer 


eeeewe © & & me 


ea f7®e ® Feaeeeae@ee eae eee Pele ele 
-— —  — | | = 


Exercise 99 


Fill in the AS typed form with the following data provided. 


Establishment — Alton Day Centre ‘ALTON; 


Sew oo = 


ee oF. 

for — #400 
petemereaMiss G Andrews 
Class No- C2uA 
Enrolment No - C2uA/36 
Fayment by cheque 


SS 


Chapter 16 


P.85 




















Typewriting 
Exercise 100 


Type the following form using A4 paper. 


UN IV E.R Sea TRA Dt NG GYR’ Of UEP 


PERSONNEL DEPARTMENT 


Car Parking Permits 


NAME IN FULL 


ooe#oeceoereeeoeeeeeereereseereeereneeeeeeeeereerneereeeeweeewewreeeeesee e 


GRADE 


LENGTH OF SERVICE 


DEPARTMENT CODE 


*eeeoeoe@oeeveee2c51eee*7eertegeceest oe 6 6 © ¢ © © © © 6 fh é¢2.8 © Genie Jenlienhe © e@ enero 0 808 © oe 6 a 6 6 


I do/do not drive to work. (Please delete as applicable.) 


REGULAR VEHICLE xf 
Make and Model sy vs 4. abi is dye Teed, Rte Ge ccs. bole oe Ge © ea ene b. 
REGUS twat LOMeNO. «“eicad tr osmitind Veit 2 ice lof et Ad eee ae 
Colour “Gest Se Rieaiein ts cones hee SSS wy cme ce he eee ee be ce ayaa ae 


SECOND VEHICLE 


Pale Gnd MOEGe re As), ° « wa giet tack ait Meare shai c a MIR bce. dhcne eves alate Bala gutele & a. 
Registration No PI hae ot hice tee Ne Oe SF Be Meek theca gle ah attags pie. eee nee 
b. 
ee eee eS EE Sart PP OMT tt FAME oc a ae ao oe ke oly e bad: Roles aoa ne DAs 
SUC Hne He AMMPME DMP Nd, OEE Cale ec oc a cess tose te tes as eb ser lipliiv ee cibeess Cc. 
I confirm that the information given above is correct, and I will inform d. 
you of any changes to these details. 
SIGNED + <)\ PYM Peper necie MMeeeEs. Meters Pl ww ee oe ce eae sane cata oa 
DATES CPS oN S | BOS MS caus toast clrsl roan on Gs Siti cdnth's, 'scbi0-2 She GTR ore, oc VE ee eee aee eae 
Exercise 101 
Notes: 


Fill in the A4 typed form with the followins information given. 


Susan Helen Marsh Tyears months 


She 
brown 
Drives KH werk | Ws Uy mi a |Mm Metro 


DS236 NEL bulb someltines wa silver 


Hone. Civic E752 DSG. Usually parks 
Mm George Street car park. 


Grade 2 Secretary OS! 











Chapter 17 


CHAPTER 17 
SIMPLE COLUMN WORK 


Display the data in column form with vertically and horizontally 
centred. 


1. Vertically Centred 


decide vertical space between lines -— depend on paper used 
and the length of material 


add the line space needed (including the blank lines) 


calculate the top margin by subtract the line space needed 
from the lines available, then divide it equally. 


2. Horizontally Centred 


count the length of the longest word in each column and mark 
down below each column 


decide blank space left between columns — commonly used are 
10 spaces 


add up the space used 


calculate the left margin set by subtract the space needed 
from the space available, then divide it equally 


set the tab stop at each column by tapping the space bar of: 
the figure marked below each column plus the space left 
between columns . 


Column headings are taken into account when finding the longest 
item in each column. Also, they should be underlined and leave 
one blank line after then. 


ee 
- a 











“ey 


} \ 
} t 





Typewriting 


Exercise 102 





Use A5 portrait paper, centre vertically and horizontally. 


go 
| Oe 0 / 
Ree 


WORD OFTEN MIS-SPELT 


i] MO at 
accommodation=> —  ~business 


achieve cancel 
acknowledge category 
address colleague 
apparent committee 
appearance comparative 
| 4, 
beginning convenience 
believe definite 
bureau efficient 


Exercise 103 


embarrass 
essential 
expense 


foreign 


government 


/ f 


immediately 
maintenance 
necessary 


parallel ~ 


Use AS portrait paper, centre vertically and horizontally. 








DISTANCES BY A/R 


( Celiveen acrpeorts) 


ol/O Pures 
3/60 Aanrler 
3,830 mirctes 
4, 70 Arles 
3,630 warts 

SSO Aarcces 
D2on ales 





9 

















Chapter 17 
Exercise 104 
Use AS landscape paper, centre vertically and horizontally 
DISTANCES BY ROAD BETWEEN TOWNS 
Her Leer Exelér SS§ tuGe. 
Snighton Mancheclér wae ot 
eee York Buf 2% 7 
A ‘Cia Gla 2 Bota S// " 
Rreover Lonaen i 
Bas Bering ham / 0G 
an Seuthampton Lom ! 
York, Tz. 2h 
zt, oer * 
CLOW Lotinturga 27 
Exercise 105 | 
| avse A5 landscape paper, centre vertically and horizontally. 
CONSUMER PRICE INDEXES ee he 
C1967 = 100) | 
f f / 
Year es Commodities... Services Housing, All eae oe 
ae 40.6 43.6 Sk 42.0 
= 56.3 48.2 See 53.19 
oa 78.8 58.7 V2.3.8 if Deal: 
1958 Big) 70.9 82.3 80.2 
196 91.5 83.5 90.2 88.7 
C GS-7 22 94.9 94.5 
Exercise 106 
Use AS portrait paper, with coloumn headinss. 
Slee. ELECTRONICS (UK) 
Midlands North Sones 
Derby Carlisle Barns Caple 
Leccester Darlington Chiches ler 
No-thawp Cen Hull Exe ber 
No tinghan Newcastle Forlsmonkh 
Rugby Preston Taunton 
Wolverhanplon Sunderland Truro 
Werces Fer York Yeovil 














Typewriting 
Exercise 107 


Use A5 landscape paper, with coloumn ‘headings. 


Unf rl ere hy Cun Meant. + CIs 4 
“LS 

















Chapter 18 


CHAPTER 18 
REVISION 


Exercise 108 


Type the following letter in single line spacing. Use today' 

y's date 
and the reference HT/92/3, and address it to: Messrs Young and Brady 
7°Culversdon Park, Hereford, HR3 6DW. : 


Dear Sirs 


Kouba cd Armsbrong 

ee ym jaa Or lo tke of Is nce. [We hae. eS | 
again Pate our clicnk. obeut hie alee sets... ap | 
that his accountant Was cll tact Zar ane tS fs ke 





eX accounts Pa 
Be Aeconeits ven wish to see, ateivers Wilby, anch To 


avoid $ vi 
2 RE photocopied ot tae slag 2, 
aes wold cane.- [% visit. Our Or ee te insfrt flan. Je 


SO sae tear Neal race rele hone) aes — fs. are 2 Aan. 
NP point mest. F P J 


ae [ Whew out pes Calls 
inspect our clients oletements we cam, entirely with out 
| prejudice, eeteds the cae of ‘Guoue WORE “10s. 


thas case, 


i ao strong l that it wil = In the He ee ee o | | 
either of i S lieu eo Cake this case to court, pias | 
ln view of the Wines wheale ax ela psec Ree ‘tia hela : 3 


\c Which will now lage tu evitable Ja exgiee| OW Cowl hearing. 


sy. theall, 
SF Smt) 












Typewriting 
Exercise 109 


Type a copy of the following memorandum in double line spacing. Using 
today's date and the reference number YLL/CCC. 


MEMORANDUM 

te | The A treun lar areal 

(esene ns Managing rseten Ref 

Viet of Ma TR THomas Rom London 

Ma Tees of Medica aman Lute 2, Coming 

eo eee amt Lyn Trae tenenles, Qruning oan 
a 4 Ee See a vol ht Lpuring armina caring 

Protpareline Wes po the tortturelion of he power ® 

ue medical cobra Por wtih tht gowtrumoul: dhos qenen 

3 Sanekion bey Sin leone wold aie | 

eh pee heel pie ‘tat 


of pros pectin ealan ine Ma A oases Jeenatack 


TL chotd abro Like Min. to dane a copy of the 
rylen gar densine ome = a 
Daye chal “a sala: case Ho Lo Finn demaoour ond 
fan ee The morning « 














